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“The flow of our vital precision units 
for aeronautical needs is the result of 
the most modern precision tools. Like- 
wise, the flow of our vital accounting 
production is uniform, swift, and eco- 
nomical, thanks to our Class 31 
National Accounting Machines. 


“These remarkable machines cost 
$18,000 and saved $24,000 the first 
year. This saving pays for the ma- 
chines every 9 months, which will 
give us about 133% annual return on 
our investment. They handle our 


THE NATIONAL CASH REGISTER COMPANY, DAYTON 9, OHIO — 4 


save us their cost every 9 months!” 


— THE RYAN AERONAUTICAL CO.,SAN DIEGO, CALIFORNIA 


accounts receivable, accounts payable, 
check writing, and cost applications. 

“We are most enthusiastic about 
National’s solution to our accounting 
problems. From the engineering stand- 
point, too, these machines are marvels 
of precision performance.” 


a (Po 


President 
The Ryan Aeronautical Co. 


In industries and businesses of all sizes and 
types, Nationals soon pay for themselves 
out of what they save, then go on year 
after year returning a handsome profit. 
Nationals have an exclusive combinationol 
tme-and-money-saving features. On some 
jobs, 2.3 of the accounting work is done 
automatically. 
Phone the nearest National office today. A 
trained systems analyst will show what 
YOU can save with Nationals adapted to 
your needs. 


Wwltonal 


ACCOUNTING MACHINES 
ADDING MACHINES + CASH REGISTERS 
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Your office will _ 


be efficient, 


eS? 


ve 


economical | 
and attractive 7 / aen~ ewhen you select 
= , a = the dealer who 
e. features... 


For new ideas in office planning, write for ‘Tooling Up Your Office’’ 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 


September, 1952 


Steelcase office furniture is engineered to give you the maximum of 
efficient working space in the minimum of floor area. Steelcase features, 
such as standardized, interchangeable parts, permit convenience and 
flexibility to job requirements which cannot be duplicated. And, Bteelcase 
office furniture is truly beautiful in exclusive modern cotors, new metallic 
finishes and matching upholstery and tops. Your bhocal Steelcase dealer, 
trained in efficient offiee layout, will gladly help you select the Steelcase 
equipment best suited to your particular needs. 


Voy Look for Steelcase in the classified 
section of your telephone directory. 


STEELCASE 
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what 
makes you think 


you can’t afford 
a 
fine office? 


WHEN YOU add up its rich rewards . . a finely appointed office 
is a necessity . . . not a luxury! You're bound to work better and accomplish more in a 
beautifully furnished, efficiently arranged office. What's 
more, the “‘prestige’’ etfect of a fine office on visitors 
has a definite “dollars and cents’ value to your business. Why not let 
Macey-Fowler . . . who for many years have been creating offices for some of the 
finest firms in the country . . . show you how little it costs to have a truly fine office. 


Come and see the attractive typical offices set up in our 
“model room” displays. Or, write for handsome illustrated bookle?. 


Mace fowler 


INCORPORATED 
305 EAST 63rd ST., NEW YORK 21 + 150 CAUSEWAY ST., BOSTON 14 


Fine Executive Furniture in Both Wood and Steel 
4. OFFICE MANAGEMENT AND EQUIPMENT September, 1952 
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OFFICE 


Office Methods, Equipment, Personnel, and Purchasing . 
Sponsor of the “Office of the Year” Awards 


Starting Young 


THE children pictured here are Velume 250 SEPTEMBER, 1952  '? 
high school students in Des Moines, 
Jowa, a small group of the many girls In this issue 
and boys who in that community be- 
gin at an early age the study of of- ‘ Business is Fun (Editorial) ................00005- 19 
fice machine techniques and other 
subjects which will fit them for skilled Measuring Punched Card Machine Usage........... . 20 
| office work on graduation. By Raymond Hunt + 
7" All through high school Des Moines 
students will absorb information of Banking Offices Transformed ................... 24. 
value to them in an office career, be- ng 
ginning with elementary typewriting Put Your Office to Work (Concluding Installment) oie 26 : 
dasses and including the preparation By Howard Ketcham 
of business forms, tabulation, mani- : a 
folding, the use of duplicators, add- WO TD Wine esas ca dwate a Oks be Gs ener 28 
ing machines, key-drive calculators, ’ 
and dictating machines. In a tie-in ee ee 29 
with Remington Rand’s electri-con- j 
omy school program, the loan of fif- Cost-Cutting Controls in Records Management..... . 30 
teen electric typewriters makes it By Emmett J. Leahy and Arthur Barcan ./* 
possible to give special instruction on : 
see machines. Factors Involved in Office a ee ae 32 ‘ 
The number of insurance com- By Homer Harrison 
anies, publishing houses, and busi- 
sen i large office Equipment Round-Up: Tools of the Office Series.... 47 
forces in Des Moines makes the pro- This month: Desk Lamps, Office Lighting Fixtures 
vision for large numbers of office and Visible Index Units 
workers more important than usual 
in this city. Special attention in the x¥ 


Des Moines schools to the training 
of such workers is an investment 


, ; Published monthly by 
that is paying off well. 
aaa SS ANDREW GEYER, INC. 
Bureau of Circulations 212 Fifth Avenue, New York 10 
Member of Murray Hill 9-4411 j 
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desk pen that’s 
ALWAYS READY 
TO WRITE 


TO SELECT OR 
REPLACE... 
HERE'S ALL 


Finger grip never touches 
ink. No chance for ink to 
touch you. 


“Ink-Locked” against acci- 
dental spillage. Can't leak. 
Won't flood. 


Base holds 40 times more 
ink than ordinary fountain 
desk pen sets. Easy to 
clean as a saucer. 


Single and double sets in service and ex- 
cutiv dels to ha ize with any desk. 


° ASK YOUR STATIONER FOR A DEMONSTRATION 


Gsterbrook 


¢ ; “444” DESK PEN SETS 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1962, THE ESTERBROOK PEN COMPANY 
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HEAT WAVE CLOSES 61.8% 
OF N. Y. OFFICES EARLY, 
OEA SURVEY INDICATES 


New York, on the days of June 25, 
26, and 27 this year, withered in up. 
merciful, inescapable heat. On Wednes. 
day, the 25th, the official temperature 
reached an oppressive 96.5 degrees, 
and broke a record for the date. City 
pigeons found the pavements too pain. 
fully hot for even their calloused feet, 
Thursday, the 26th, was hotter still_ 
97—and another record. Nine people 
died from the heat, and unofficial ther- 
mometers in direct sunlight in Centra} 
Park registered a searing 142 degrees, 
Friday, the 27th, was cooler—only 883, 

Many offices dismissed their workers 
early. Statistics compiled by the Office 
Executives Association of New York, 
which made a survey of dismissal prac- 
tices for those three days, indicate that 
61.8 per cent of the city’s offices al- 
lowed their workers to leave early on 
Thursday, the hottest day. 


According to OEA’s preliminary re- 
port on its survey, which was issued 
after 165 firms had responded to its 
questionnaire, 102 said they closed 
their offices early on Thursday. Of 
these firms, 26 reported having par- 
tially air conditioned offices, while five 
said their premises were fully air con- 
ditioned. In all, 33 of the responding 
companies have partially conditioned 
air, the report stated. Forty-nine are 
fully air cooled. 

On Wednesday, only 56 of the 165 
firms closed early. Thirteen of these 
were partially air conditioned; two 
were fully air conditioned. Friday's 
heat caused 48 firms to declare earlier 
closing hours. Here ten were partially, 
and two fully, air conditioned. 


74,012 EMPLOYEES INVOLVED 


The 165 firms responding to OEA’s 
survey have an aggregate total of 74- 
012 employees. More than half of 
these — 45,660 — work in the 22 firms 
having more than 1,000 employees 
eac’. ‘light of those 22 firms closed 
earlier on Wednesday, seventeen fol- 
lowed suit on Thursday, but only six 
continued the practice to Friday. 

Small companies showed a greater 
t:ndency to dismiss early. Of the 4l 
firms having less than 50 workers, sev- 
enteen closed early on Wednesday, 0 
on Thursday, and fifteen on Friday. 
Companies whose size falls between 
the extremes of very small or very 
large, however, showed no tendencies 
to close early which could be attribt- 
ted to the number of their workers. 
Perhaps the only factor governing 
dismissal practices in firms of more 
than 50, and less than 1,000 employees, 
was the temperature. Thursday saw 
nearly twice as many of these offices 
close early as on Wednesday or Fri 
day. 

What is the most popular hour for 
early dismissal? OEA’s report indi 
cates 4:00 p.m. is probably the time 
acceptable to most offices. Over the 
three days involved, 63 closings 0¢- 
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Even the least costly one will give many extra years of service and satisfaction. For more than a 

quarter century, ACE Staplers have been made with all the care and precision of a fine watch. 
Only materials of the highest quality are used. That’s why an ACE always works ..why it never wears 
out! *& So..be sure to ask for ACE Machines, ACE Staples, and ACE Staple Removers, for smooth, 
dependable service. The diagrams below explain why you can efficiently staple larger groups of papers 
with better ACE Staples .. the illustrations show some of the most popular ACE Stapling Machines. See 
the full line of ACE Stapling Equipment at your stationery supply store, now. 


SBRALERS O2ORBEOCVStvV Ee 4.¥ 


Vr can buy ACE Stapling Equipment with confidence. It doesn’t matter which model you select. 


SOete 4 2.8.8 2.2 


When You Ask For An ACE! 


WHY ACE STAPLES 
HAVE GREATER 
PENETRATING 
STRENGTH! 


FIG. 1 shows a cross-sec- 
tion of an ALL-ROUND 
steel wire. ACE uses only 
premium, precision- 
made, accurately drawn- 
to-size steel wire. 


FIG.2 shows the all-round 
steel wire after being 
treated by the ACE 
PROCESS. This gives 
maximum strength on 
the outer edge where it 
is needed most. 


sat ae 


{th 


ACE FASTENER CORPORATION « 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
oc- IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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IT’S GOOD 
BUSINESS 
TO GET 

THE BEST... 


Especially When it Costs No More! 


If you want the best precision-made forms, 
printed to perfection and delivered quickly, let 
Federal bid on your next order. We guarantee 
a good job at an interesting price .. . probably 
lower than your present cost... TRY us... 
COMPARE. Let our experience — 26 years 
of producing printed business forms — 


work for you. 


Before you place your next order for Business 
Forms, think of additional savings—of depend- 
able delivery—of good quality— THINK OF 
FEDERAL. Simply mail us a form specifying 
quantity and receive a prompt quotation. Of 
course there’s no obligation. 


we Te ee ay 
~SNAP’'N PART 


Carbon-Interleaved Sets 


FEDERAL is 
PRINTERS OF BUSINESS FORMS SINCE 


1926 


business Prowucrs, swe. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 
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curred then. Three p.m. is next mog 
popular—50 closings during the thre 
days—with 3:30 taking third place with 
a total of 30 dismissals. Four closing; 
were reported as early as 12 noon, with 
eight others falling between 12:30 and 
2:45 p.m. 

Only five of the 165 responding 
companies base their dismissals on any 
rigid formula, reports OEA. Two oj 
these rely solely on the official tem. 
perature. One requires 90 degree heat 
before sending workers home; the sec. 
ond waits for it to hit 93. Three other 
firms work with a humidity-plus-tem. 
perature formula which produces a de. 
termining “factor.” The formula for 
these three is the same—1/5th of the 
humidity percentage plus the tempera- 
ture—but their factors differ (100, 102, 
and 103, respectively). 

The formula works like this: if the 
humidity is 70 per cent, 1/5th of that 
—or 14—is added to a temperature of, 
say, 89 degrees, producing a factor of 
103. And everyone goes home. 


INSTALLATION OF CARPETS 
COMPLETED AT LEVER HOUSE 
BY W. & J. SLOANE 


Installation of carpets throughout 
Lever House, new home of Lever 
Bros. Co., New York, was completed 
recently by the contract division of 
W. & J. Sloane. In all, 3,862 square 
yards of carpeting in four weaves 
and seven colors were used. The ma- 
terial was especially woven and dyed 
for Sloane’s by James Lees & Sons 
Co. 


With the exception of carpeting in 
the 21st floor executive offices, all 
seams are hand-sewn. It was installed 


Newly laid carpeting in executive re 
ception area on 21st floor 


using the new “invisible” tackless 
stripping method, which is designed 
to permit cleaning, moving, and taking 
up of the carpets without injuring the 
material. On the 21st floor, installa- 
tion involving concealed pins and 
plates was used. I[n all cases the caf- 
peting is said to give the appearance 
of having been molded to fit exactly 
the space in which it is used. 

In addition to the carpets, Sloane’s 
also constructed 100 special executive 
desks. Constructed of American wal- 
nut, the desks have a special feature 
whereby the telephone cord is run up 
through the center of a leg, obviating 
the usual unsightly wires. 
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What do your customers think of your office ? 


_ BUYER is favorably im- 
pressed by a salesman who is 
careless in appearance and manners? 
And who can have confidence in a 
business whose offices are dingy — 
walls dark with age, floor coverings 
*worn, lighting dim and furnishings 
shabby? 


But every customer or client likes 
to walk into a well-lighted, pleasant 
office, tastefully decorated and 
equipped with modern GF metal 
business furniture. The favorable im- 
pression created by such an office 
means increased prestige and silent- 
ly promotes good will every hour of 
the business day. 


GF metal business furniture is a 
good investment. Here’s how to figure 
it: First, multiply the number of 
your employees by $30,000. That 
gives you a surprisingly large amount 


‘600D metal business 
furniture is @ 
6000 investmeni 


©GF Co. 1952 1902 


-your minimum fixed expense for 
salaries, floor space and general over- 
head for a ten-year period. 


Now, figure 1% to 2% of this fixed 
expense per employee. That’s all it 
will take for you to completely 
transform your office—redecorate it 
and equip it with the finest metal 
furniture on the market. Such an in- 
vestment will not only bring an im- 
proved return on your fixed expense, 
but will soon pay for itself in greater 
employee productivity, improved 
employee morale and increased cus- 
tomer prestige. 

a 


If you want to be proud of your 
office because it functions well, costs 
less to operate and looks attractive 
to your customers, just call your 
local GF distributor. Or write The 
General Fireproofing Company, 


Dept. 0-9 Youngstown 1, Ohio. 


1952 
FIFTY YEARS OF PROGRESS 


— 


Foremost in Metal Business Furniture 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS + METAL FILING EQUIPMENT + GF STEEL SHELVING 
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Now, for the first time, with remarkable new COPYFLEX 14’s greater 
width—20 inches—you copy any office form in seconds! 

What time you save! Employees work better when they get vital 
ofice papers as needed, not late. COPYFLEX eliminates wasteful manual 
copying, lets you use skilled employees for other duties. What money 
you save! COPYFLEX usually is the lowest cost way to speedily produce 
1 to 100 copies of practically anything written, typed, drawn or 
ptinted on ordinary translucent paper. 

What copy volume you get with COPYFLEX 14! You insert the original 
to be copied along with COPYFLEX sensitized paper. Seconds later the 
original comes back for fast re-inserting, for the machine automatically 
separates it from the COPYFLEX paper. Thus, the same original can be 
rapidly used over and over again. What’s more, COPYFLEX copies are 
exact, free of errors and smudges. Every copy is equally sharp, clean 
and permanent . . . delivered in seconds—flat, dry and ready-to-use. 
No need now for messy inks, masters, stencils, negatives, darkrooms, 
tay developing, or skilled operators! 

Get complete details on the countless ways you can streamline 
your paperwork with COPYFLEX. Mail the coupon now to CHARLES 
BRUNING COMPANY, Inc., Teterboro, New Jersey. 


1 all desk-side copying machines — 


nly ty 4 SR you these EXCLUSIVE advantages ! 


First Degk-Side Machine for 


Copying any size Office Forin! 


New speed for vital procedures—Ordering, Invoicing, Production Control, Accounting, Purchasing, Shipping, etc.! 


report on Copyflex 


1. COPYFLEX saves life insurance 
company $100,000 yearly via loan 
processing system. 


a a 
20 width... 
=e lets you copy even large 
1 === forms, accounting sheets, 
financial statements, sales and 
production reports, etc. ... or fwo 
ordinary forms at the same time! 


No installation 


no fumes so no exhaust ducts 
are needed. Thus, COPYFLEX 14 
is mobile—rolls to any work- 
site in your office. 


2. COPYFLEX saves hardware whole- 
saler $15,000 annually via order- 
invoice system. 


3. COPYFLEX speeds manufacturing, 
stops errors, for large metal 
fabricator via mensunee control 
system. dng ans iad 


4. COPYFLEX saves national mer- 


Copies even 
_ opaque originals 


or forms printed on both 
sides by using Bruning's 
exclusive Reflex Film. 


Copies thousands after 
thousands of large or 

=/ small, different originals... 

"_; average cost is only 2¢ per sq. ft. 


chandiser $25,000 in six months 
by cutting clerical work in half, 
producing invoices on time. 

5. COPYFLEX reduces clerical billing 
man-hours 50% for major railroad. 
6. COPYFLEX speeds inserting of ad- 
vertising for major newspaper . 
“pays for itself many times over 
annually in cost and time saved.” 
*Names on request. 
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™ CHARLES BRUNING COMPANY, INC. =g 
Dept. T92, Teterboro, N. J. | 

CO Send me free booklet on CopyFLEX 14. §f 

(J Show me copyYFLex in action (no obli- 1 


gation). 
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NEED A 


QUICK LIFT? 


de 


When you find yourself slowing down 
and the work piling up, you need a 
quick pick-up—GO WASH YOUR 
FACE. It’s amazing how fast you wake 
up after soap and water and a brisk 
rub with a clean cotton towel. Rub as 
long and as hard as you please—a soft, 
absorbent cotton towel always gives you 
a lift, leaves you feeling fresh and clean. 


COTTON TOWEL SERVICE 


No investment required. Get com- 
plete service on a low-cost basis. 
Under "Towel Supply Service" or 
“Linen Supply Service" in the tele- 
phone book, you'll find your sup- 
pliers—call them today! 


WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 


provide clean cotton towels, workers get 


added benefits from their rest periods. 


Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 


on the job. 


Linen Supply Association of America 
and, NATIONAL COTTON COUNCIL 


22 W. MONROE ST., CHICAGO. ILL. 
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EMPLOYEES WORK ‘SMARTER’ 
—NOT 'HARDER'—FOR 
PROFIT-SHARING PAYOFF 
A graph in the advertising agency 
of John Falkner Arndt, Philadelphia 
tells his workers at a glance how close 
they are to “M” day. That day—ma. 
turity day—is celebrated whenever q 


J. F. Arndt (third from left) studies 
profit graph with his employees 


special fund, derived from an estab- 
lished percentage of company profits, 
is big enough to be distributed among 
Mr. Arndt’s employees. They them- 
selves help speed the day (and the pay- 
off) by working “smarter,” as they say 
—not “harder.” 

The Aridt profit-sharing plan, de- 
veloped by office manager Harry P. 
Anderson Jr. and accountant Charles 
W. Peterson, rewards individual initia- 
tive and economy as well as company 
service. Employees having _ three 
months’ service become eligible to 
share, the amount of their compensa- 
tion growing on a planned scale as 
their length of service increases, and 
their salary advances. 

There are three administrations, or 
distributions to the plan. One is among 
principal officers, the second is among 
key personnel including account man- 
agers and department heads, while the 
third covers general staff personnel. 

The second payoff of the plan, re- 
cently, occurred ten months after the 
first, which had itself required 18 
months from the plan’s institution in 
1950 to mature. 


PERFORMANCE RATING FILMS 
OFFERED BY SOCIETY FOR 
ADVANCEMENT OF 
MANAGEMENT 


A series of eight performance rating 
films, showing twenty-four typical pro- 
duction and clerical operations, has 
been introduced by the Society for 
Advancement of Management, 4ll 
Fifth Ave., New York. The films uti- 
lize findings of over 1,200 trained time 
study men who have established stan- 
dards for “a fair day’s production” for 
each of the operations shown. 

According to SAM, the films can be 
used to: 1) Reorient experienced time 
study men in performance rating. 2) 
Train apprentice time study men to 
rate properly, and help them develop 
speed, accuracy, and confidence. 3) 
Acquaint supervisory personnel and 
production operators with the basic 
principles of performance rating. 4) 
Instruct union officers and stewards in 
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For demonstration or illustrated brochure, write 
to International Business Machines, Dept. MG-5, 
590 Madison Avenue, New York 22, New York. 
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Stack ’em High! 
Fill em Full! 


BERGER 
STEEL TRANSFER CASES 


a 


Here’s a full 25% inches 
of clear filing space. 


These drawers open 
easily. No binding. 


There is no satisfactory 
substitute for the Berger 
reinforced channel frame 
construction. 


Fang at transfer time can go more smoothly than you 
ever thought possible. Berger Steel Transfer Cases— 
with their original heavy channel frame construction— 
are extra strong, extra rigid, extra durable. That means 
you can stack ’em high without crushing the bottom 
case contents. It means you can load them up and 
drawers will open and close freely to make contents 
instantly available at all times. It means that your busi- 
ness records have the unequalled protection of steel. 


Protect records against 
moisture, fire, vermin. 


Berger cases lock both 
vertically and horizontally 


assuring rigid stacking. Office equipment dealers are showing Berger Steel Trans- 


fer Cases now—in sizes for ledger sheets, legal forms, 
letters, invoices, checks, and tabulating cards—all made 
by the company which has furnished business with more 
channel-reinforced steel transfer units than any other 
manufacturer. Write us for names of dealers nearest you. 


How’s this for space- 
. . . 2? ° 

CG AP ening! BERGER MANUFACTURING DIVISION 

REPUBLIC STEEL CORPORATION 


1038 Belden Ave. ° Canton 5, Ohio 


1 Ly} 
STEEL OFFICE 


EQUIPMENT 
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good rating techniques. 5) Provide a 


a of normal that can help solve ee _— : 2 . 


disputes about specific time standards. 
Tasks, for which viewers are asked 
to give total time allowance and ex- iat ff you have a 
J k pected attainment ratings, include tap- ae 
* 


ing boxes, packing cans, tearing bills, 
~<a and stapling papers, and the 


Films are black-and-white, 16mm, 
and silent. Priced at $495 for all eight 
reels, they are sold only in complete 
sets. 


BOOKS AND PAMPHLETS 


A pocket dictionary of political 
terms, designed especially as a guide 
to the forthcoming elections, has been 
prepared by the National Research 
Bureau Inc., 415 N. Dearborn St., 
Chicago. Titled The Voter’s Guide, 
. this primer gives definitions covering 
] the fields of government, Congress, for- 
eign policy, the Presidency, the United 
Nations, and others. 

Considered by its publishers “com- 
pletely non-partisan in nature,” the 
20-page booklet may be ordered in 
quantities of 100 for $14, 1,000 for 
$97.50, and in intermediate numbers 
up to 50,000 for $3,000. The purchas- 
er’s name and address will be imprint- 
tory ed on the front cover if desired. 
ger Very often, its authors point out, 
‘ame politicians, commentators, and ordin- 
Py . ary citizens apply labels to others and 
haphazardly throw terms around that 
they don’t—or can’t—clearly define. 
They speak of bureaucracy, bossism, 
capitalism, communism, conservatives, 
ou reactionaries, radicals, logrolling, and 
raiding the pork barrel, without ascer- 
taining just what the words and 
- phrases mean, The Voter’s Guide en- ce is ; 
ns deavors to outline in short, definitive . ' coating that seals in the z o 
m statements exactly what their mean- hi carbon yet it is leased completely and evenly y 


ings really are. ees touch. Mail the coupon below for FREE samp “5 if ce 


ts SAMPLE DEFINITIONS 


il The booklet defines capitalism as 
1. “private enterprise or an economic sys- 
tem which permits privately owned 
S- and managed production, distribution 
and exchange of merchandise.” So- 
cialism, on the other hand, is consid- 
le ered “a system under which produc- 
€ tion, distribution, and exchange of 


“ goods are owned and managed by the A. B. DICK COMPANY, Dept. OM-952-S 
government.” Communism is defined 


as “a system under which all property 5700 Touhy Avenue, Chicago 31, Illinois a 


is held in common under the control I'd like FREE samples of A. B. Dick CLEEN-SEAL master sets and : 
of the State. According to Lenin: un- your catalog of supplies for spirit duplicators. - 
der this system all citizens are trans- 
ferred into hired employees of the NAME POSITION 
State, which is made up of armed , 
workers,” SCHOOL ™ 
Other random definitions, selected 
from the booklet, follow: ; MAKE OF DUPLICATOR 


Lobbyist: “Generally a paid crusader, ADDRESS 
who represents pressure groups such 
as Labor Unions, Trade Associations, CITY 
Farm Bureaus, War Veterans or other 
business organizations or groups. The 
Purpose of a lobbyist is to encourage 
legislation favorable to the interests 
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HIGH-PRICED 
OPERATOR 
NEEDED... 


NU 


TO SPEED OFFICE 
PAPERWORK 


tells how on Pages 10, 11 


YEARS OF TROUBLE-FREE SERVICE 


Safety insurance 
for costly machines 


TIFFANY 
STANDS 


Adjustable open top 
fits most every type of 
. portable office machine 


TIFFANY STAND CO. 


4 ON SALE AT 
BETTER 
DEALERS 
EVERYWHERE 


POPLAR BLUFF, MISSOURI 


16 


BOOKS AND PAMPHLETS 
(Continued) 


he represents or discourage legislation 
unfavorable to them.” 

Pork barrel raid: “The Federal or 
State appropriations for local improve- 
ments, looked upon as political favors 
to local politicians or their communi- 
ties.” 

Free enterprise: “Freedom of pri- 
vate business to organize and operate 
for profit in a competitive system 
without interference by the govern- 
ment, excepting regulation necessary 
to sustain national balance.” 


A handbook of management tech- 
niques designed for the company about 
to introduce an executive development 
program has been issued recently by 
the American Management Associa- 
tion. The book, The Development of 
Executive Talent, (576 pp., $5.75 to 
members, $6.75 to non-members), is 
an extensive, authoritative guide de- 
lineating the principles and practices 
underlying sound executive training. 
Its pages contain specific guides to 
planning and administering such a 
program: from the analysis of needs, 
through the discovery of latent execu- 
tive ability, to rating and development 
of executive skills. 

Forty-four authors contributed to 
the volume. Its editors are M. Joseph 
Dooher and Vivienne Marquis, both 
of the American Management Asso- 
ciation. 

The book is divided into eight parts, 
consisting of 50 chapters, plus an ap- 
pendix and bibliography. Subjects cov- 
ered include: 1) Basic principles and 
practices in setting up the program. 
2) Organization planning. 3) Activat- 
ing the program. 4) Special approach- 
es, techniques, and programs. 5) Get- 
ting results through follow-up coun- 
seling. 6) Program evaluation. 7) 
Trends in management development. 
8) Case studies of representative com- 
panies. 

Included in the case studies section 
are over-all descriptions of methods 
used by such companies as Standard 
Oil Co. of New Jersey; United Parcel 
Service; Sears, Roebuck & Co.; John- 
son & Johnson; Detroit Edison Co.; 
U. S. Rubber Co.; Westinghouse Elec- 
tric Corp.; Koppers Co. Inc.; General 
Mills Inc.; Sharp & Dohme Inc., and 
Otis Elevator Co. 

The book is available at the offices 
of the American Management Associ- 
ation, 330 W. 42nd St., New York. 


A system calculated to streamline a 
bank’s service to its business deposit- 
ors—to make it easier for them to turn 
in cash and checks, get a receipt, and 
quickly depart—is outlined by Gavrin 
Tabulating Forms Inc. in their new 
booklet, Bookkeeping Deposit System. 

This system, designed to minimize 
the delay incurred when teilers verify 
the large amounts of cash and checks 
usually accompanying business depos- 
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-». Save on Stock Form pay envelopes 


long square flap covers confidential 
data on printed form— and important 
morale messages can be added at 
little extra cost. 

All Shepco envelopes—Only Shepco envelopes 


have MINT-E-SEAL* 


the FLAVOR FLAP 
pod 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 


Write todoy for samples — Dept. 126 


How to Make 
INVISIBLE 
Erasures 


With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 


Colorful plastic holder 
uses long-life propel-repel 
refills. It must satisfy you 
—or your money back. 


RUSH- 


=f YBRGLASS 
ERASER 


Order from your Dealer 
or send 50¢ and 
name of dealer to 


The Eraser Co., Inc. 


104 S. State St., Syracuse 2, N. Y. 
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ts, is said to quicken bookkeeping and 
dearing operations at the bank too. 
It diminates the traditional bankbook 
_considered by Gavrin to be of small 
value to depositors for bookkeeping 
purposes—and substitutes instead a 5- 
ply carbon interleaved business form. 
Segments of this form serve as a de- 
positor’s work sheet, as a credit ticket 
for the bank’s bookkeeper, as a teller’s 
cash record, as a check clearing list, 
and as ledger record and bank receipt 
for the depositor. 

Using his work sheet as a guide, the 
depositor types his deposit totals— 
coins, bills, checks—onto the remain- 
ing four forms, together with an item- 
wation of check and cash amounts he 
has received during the day from his 
customers. This itemization, entered 
in the lower half of the form, should 
balance with the total deposit shown 
at the top. The bottom sheet of the 
carbon interleaved pack is certified at 
the bank and serves as the depositor’s 
“pankbook.” It is punched to fit a 
standard loose-leaf binder, and serves 
asa complete, detailed record of the 
deposit, instead of appearing as a 
single book entry. 


NO WAIT FOR VERIFICATION 


The portion of the form going with 
the checks to a clearing center need 
not wait for verification of check to- 
tas from the teller, according to 
Gavrin, since the new deposit form 
lists a separate total for checks, as well 
as coins and bills, relieving the teller 
of extra work in determining the de- 
posit total. Gavrin’s booklet points 
out that deposit forms now generally 
in use provide coin and bill totals, but 
none for checks. 

The bookkeeper’s form need not be 
held up either, says the booklet, for 
the same reason—with check totals 
listed separately, the receipts can be 
released to him immediately, without 
waiting until checks are proved. 

By accepting his receipt without 
waiting for verification, the depositor, 
too, can leave without delay. A clause 
in the instructions on the reverse of 
his work sheet reads: “You may exer- 
tise the option of receiving a receipt, 
without waiting for the teller’s cash 
count, with the understanding that the 
bank’s final count will be accepted 
without question if found to be less 
than the amount entered on the de- 
posit.” 
Gavrin Tabulating Forms Inc. is 
currently conducting an “experimental 
offer” to acquaint banks with the new 
system, Their offices are located at 
the Gavrin Press Building, New Ro- 
chelle, N. Y. 


A new system of records retention 
and destruction developed by the Na- 
tional Records Management Council 
of New York is outlined in their re- 
cently-published booklet, Valve Con- 
trolled Record Keeping. “Valve” is a 
code name originated by NRMC to 
apply to their five standards for rec- 
ords retention, transfer, and disposal. 


(To page 73) 
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What's different about: | 


A. B. DICK COMPANY, Dept. OM-952-M 
5700 Tovhy Avenue, Chicago 31, Illinois 
I'd like to know what's different about MODERN 
mimeographing for use with all makes of suitable 
stencil duplicating products. 


Name Position 
a: 9 7 al. 
City. Zone State . 
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Another Bigelow First! Acoustical Carpet... 
absorbs up to 90% of floor noise! 


18 


No one can work his best in noisy surroundings! 
Noise cuts down production—causes costly errors— 
lowers morale. 


That’s why Bigelow designed Cushionlok. The 
attractive new acoustical carpet that absorbs up to 
90% of floor noise and helps deaden other distracting 
sounds like typewriters, voices, telephones, etc. 

Case after case proves that Bigelow’s Cushionlok in- 
sulates and absorbs sound so effectively that often no 
further acoustical treatment is necessary. 

Bigelow’s Cushionlok can be installed quickly and 
easily. It requires no cushion lining 
—/(it has its own special rubber 
cushion built-in). It can be laid di- 
rectly on concrete or any-type floor. 
Cushionlok can be cut in any shape, 


matched, pieced and even re-laid, if necessary. 
When you realize how functional, durable and good- 
looking this amazing carpet is—you’ll know why it’s 
so perfect for offices, stores, banks, hotels, etc. 
So economical to maintain! You'll be pleasantly 
surprised to learn how little it costs to keep Bigelow’s 
Cushionlok in grade A condition at all times. 


For sample of Bigelow’s Cushionlok, write on your 
business stationery to Dept. A., 140 Madison Ave., 
New York 16, N.Y. 


Bigelow Rugs and Carpets 


Leaders in the development of home and commercial floor covering since 1825. 


Bigelow sales offices are located in the following strategic cities: Atlanta, Ga.; Baltimore, Md.; Boston, Mass. 
Buffalo, N. Y.; Chicago, Ill.; Cincinnati, O.; Cleveland, O.; Columbus, O.; Dallas, Tex.; Denver, Col.; Detroit, Mich.; Hartford, 
Conn.; High Point, N.C.; Indianapolis, Ind.; Kansas City, Mo.; Los Angeles, Calif.; Milwaukee, Wisc.; Minneapolis, Minn.; New 
York, N. Y.; Philadelphia, Penna.; Pittsburgh, Penna.; St. Louis, Mo.; Salt Lake City, Utah; San Francisco, Calif.; Seattle, Wash. 
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EDITORIAL 


To Americans business is fun? 


September, 1952 


WE HOPE it is not scenes such as this, traditional in American movies and 
comic strips, which are nourishing the growing realization overseas that the 
American business man gets more work done because he finds pleasure in the 
doing of it. 

“In Europe, business is work and culture is fun. In America, business is fun 
and culture is work.” 

The British industrial magazine, Scope, some time ago quoted this epigram 
by an unnamed French writer, in the course of an article on the way the Ameri- 
can business man approaches his post-war problems, as compared to the British 
business man. Scope sees the American able to rise to the challenge of the times 
much more successfully because he brings to his work a spirit of keen enjoyment 
(even though he may brag a bit too much for British taste regarding his event- 
ual accomplishment) . 

Ignoring that crack about Americans and culture, discussion of which might 
involve futile attempts to define culture, we admit cheerfully that the American 
business man does get a great deal of fun out of his work. OFFICE MANAGEMENT 
AND EquipMENT speaks particularly of that highly important part of his work 
which centers in the office—and the American office long ago became a symbol 
to the rest of the world of American efficiency in getting things done. In report- 
ing on outstanding achievement in this field we have noted that in most instances 
the achievement was the result of work carried through with the sort of cheer- 
ful enthusiasm which unifies and inspires effort and helps make any dreary chore 
involved easy to take. 

The office is of course also capable of great work without this spirit, but 
objectives are reached much less frequently, and much more expensively in 
terms of time, money, and human wear and tear, than where people are encour- 
aged to find pleasure in doing a job well. 
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Clocking 
device measures 
rate of punched card flow 


Measuring 


As the punched card installation 


grows in size it becomes more dif- 
ficult to determine the propor- 
tionate cost of each job, so Pruden- 
tial Insurance Co. introduced a 


method of... 


the Utilization of 


A week 


By RAYMOND HUNT 


NOBODY WANTS TO LIVE in a house without 
any windows. I notice that practically every new 
house built today has at least one “picture” window. 
It seems characteristic of human beings to want to be 
able to see broad expanses, rather than, narrow cor- 
ridors. In business, too, we want to be able to see 
where we have been, the road ahead and what lies on 
either side. Reports and records are the windows of 
business. Management looks upon reports as windows 
from which to see both what is going on outside as 
well as how things are going within the organization. 

The preparaton of reports and records has assumed 
large proportions in practically all industries. In our 
quest for means of handling data quickly, accurately, 
and at reasonable cost, we have adopted many me- 
chanical tools. In most instances there is little ques- 
tion in our minds that use of these tools is warranted 
and the investment justified. However, when it comes 
to punched card equipment, because of the substan- 
tially higher investment, it is desirable to have a 
means of determining how much and how effectively 
the equipment is being used. 

If a company has only a few major jobs which are 
performed on punched card equipment, it is usually 
fairly simple to estimate the cost of doing the same 
work by other methods and compare it with the over- 
all cost of the punched card operation. However, 
once introduced, it is amazing how many other jobs 
are converted to punched cards. As the installation 
grows in size it becomes more difficult to determine 
the proportionate cost of each job. Gradually an- 
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other question comes to the foreground, and that is, 
“Is this work being done at the lowest possible cost?’ 
We can analyze a particular job and say it costs $1 50 
a month on punched cards as opposed to $225, if it 
were done manually. But how can we tell whether 
the cost really should be only $125 instead of $1507 

About three years ago, Prudential introduced a uni- 
form method for keeping production statistics in each 
of its several punched card machine sections. The 
system has provided management with facts concern- 
ing their operations which have aided materially in 
reviewing and analyzing punched card work. The 
basic elements of our programs are not new. There 
are, however, one or two innovations. Perhaps the 
most important of these is the development of a yard- 
stick by means of which the relative efficiency of a 
particular job or group of jobs is measured. Because 
much of our program is based on the yardstick of 
efficiency, a description of how it was developed will 
be helpful. 

The time it takes to complete a punched card job 
is divided as follows: 


Handling Time + Machine Time — Required Time 


“Handling time” is the amount of manual time in- 
volved in setting up the machine, testing the ma- 
chine, and soon. Regardless of whether 100 cards or 
10,000 cards are to be put through the machine, the 
set up or handling time is the same. We found, 
through time study, that the average set up time 
was as follow. Reproducer, 2 minutes; Collator, 2 
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wom___ METHODS MACHINE USAGE REPORT + WEEKLY REPORT nee comm 4/28 to 5/2 
wane 5/5 / 52 teeiiennibicinmenitrigmesranerataeneitaen Ma 5 
TABULATORS 1} 180] 18] 198] 250] 200 1900| 18,000 
2| 500} 450| 950) 1100 2100] 40,000 
3} 700] 90} 790] 1400] 120 1980} 63,000 
4| 1400; 90) 1490) 1700 100| 2000] 168,000 


2780; 648) 3428 4450; 320) 100 7980| 289,000 


4 weekly report shows tabulator usage. There is a re- 


port for each machine type in the installation An | 


E 
1 
* 
f|Punched Card Machines 
‘ss | minutes; Summary Punch, 2 minutes; Interpreter, 
t? 1.5 minutes; Calculator, 3 minutes; Tabulator, 9 min- 
15° § utes, and Sorter, 1 minute per sort. These time allow- 
Mt § ance were reviewed with operating personnel and 
her} management and agreement reached that they were 
i reasonable. We recognize that these set-up time allow- 
nm | ances are averages and as such are not 100 per cent 
ch Ff accurate. Our experience in using them, however, has 
he proved that they are reliable guides insofar as our 
ded operations are concerned. ’ 
be Turning now to “Machine Time,” sorters, repro- 
he ducers and interpreters presented no particular prob- 
re | lem because the cards pass through them at a con- 
he stant speed. For example, an interpreter passes cards - 
rd- through the machine at 60 cards a minute regardless f 
* of whether 10 or 60 characters are being printed. On 
- tabulators, calculators and collators, however, the % 
of rate varies with the job. The 602A calculator, for ; 
ill example, may process 3,000 cards per hour on one job 
and only 500 per hour on the next. The speed de- 
ob pends on the size of the factors and type of calcula- 
tion. We realized that to get an accurate measure of 
ne . machine time on tabulator, oomaner, and calcu- RAYMOND HUNT is senior methods analyst 
: ator jobs, it was necessary to have some form of for The Prudential Insurance Co. of America. 
in- casey measuring. After some work, we finally a es Bs og ye init, We <a 
1a- i ee : Ss spent of his ears wi e - 
mf eked a, small clecronc timing and counting de. Gat methods and amine wrt Tin 
ticle is based on his address before the National 
he placed in any open selector hubs in the machine Convention of the Insurance Accounting and 
d, control panel, and another lead which connects to Statistical Association, held earlier this year. 2 
ne 4 conventional 110 volt outlet. The device has a .@ 
2 clock, which runs only while cards are passing through * | 
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the machine, and a counter which registers the num- 
ber of cards processed. Using this device it was simple 
to find the machine time required to process jobs on 
variable speed machines. All we had to do was attach 
the device and at the end of the run read the number 
of cards processed from the counter and divide it 
into the elapsed time shown by the clock. In this 
fashion, we measured all of our regularly scheduled 
work and pasted the card processing rate for each 
job on the control panel for that job. 

Going back to our formula “handling time +- ma- 


' chine time = required time,” on sees that we are 


now in a position to substitute numerical values for 
each. Our “handling time” allowances were deter- 
mined by time study and our “machine time” by 
actual calculation. In effect, we now have a yard- 
stick which says how long it should take to do one 
job or any group of jobs. 

The rext step was to adopt a uniform method 
of recording what jobs were done, the number of 
cards involved and the time actually taken to process 
each step. There are a number of ways of recording 
usage or production statistics. Some companies keep 
a log sheet on each machine. Others prefer to have 
a job ticket accompany the job through all the pro- 
cessing steps. We decided to have each operator 
keep his own log sheet on which he makes an entry 
each time he uses a machine. At the end of the day, 
the section head reviews the operator reports and 
turns them over to the keypunch section where a 
card is prepared for the entries on each sheet. 

It is from the tabulations prepared from these 
cards that we get to the point of using the data. We 
gave a lot of thought to determining what type of 
report would be most informative. 

Our first report is tabulated weekly. It shows, 


Rae 


—_ 


“Poor John didn’t know what to do with him- 
self when he first retired—but now he never 
misses the office!” 
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running time (which is the number of cards times 
the machine’s. rated speed in minutes per card); 
(see illustration, p. 21) machine number; machine 
handling time (which is the number of setups 
times the handling constant) ; theoretical time (which 
is the sum of machine running time and handling 
time); reported time (which is the time actually 
spent on the job); breakdown time and inspection 
time (which are self-explanatory) , and net available 
time (which in our case is equal to five days times 
seven hours per day, less breakdown and inspection), 
The weekly report shows totals by individual ma- 
chine and totals for all machines of the same type, 
from which we can determine how much they were 
used and with what efficiency. 

Because the weekly report is broken down by 
individual machines it is possible for us to study 
the work load of each machine. Machine No. 1 shows 
extremely low usage and a considerable amount of 
breakdown time. In comparison with the amount 
of use the other machines received, this one looks 
particularly bad. In probing for answers in situa- 
tions like this, we have found the low usage fre- 
quently caused by poor location of the machine, a 
reluctance on the part of operators to use a machine 
with a high percentage of breakdown, or the lack 
of some feature which prevents that particular ma- 
chine from being interchangeable with others of the 
same type. 

PIECE-MEAL PROCESSING 

Machine No. 2 also shows low usage, but probably 
for a different reason. The large amount of handling 
time indicates that work has been processed in many 
small batches. Again it may be that a machine has been 
assigned to stand-by for one job, in which case there 
would be considerable idle time between batches. 
We have been troubled by this condition on certain 
of our disbursement operations. After cases were 
processed through a manual routine, checks would 
be written by punched cards in small batches. The 
idea was to get the checks in the mail as quickly 
as possible. This sort of procedure, however, re- 
sults in increased handling time on the job and low 
usage due to the stand-by idle time between jobs. 

Machine No. 3 shows a low ratio of theoretical 
time to reported time. This condition indicates that 
the jobs processed on this tabulator require a large 
amount of handling time. The excess handling time 
could be caused by poor procedures, lack of test 
decks and set-up instructions, or lack of operator 
training. 

Machine No. 4 illustrates a more desirable condi- 
tion. The ratio of theoretical time to reported time 
and the usage per cent are satisfactory. In addition 
to satisfactory usage, the work schedule has been ar- 
ranged so that the machine could be released for 
inspection. 

The weekly report does not tell us what the trouble 
is, but it does help to isolate the problem and pin it 
down to a particular machine. It may then be neces 
sary to review the jobs processed on that machine. 
For example: the solution to the problem illustrated 
by Machine No. 2 would be to consolidate batches to 
process the work less frequently and in larger batches, 
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thereby reducing set-up time and permitting better 
scheduling of work on this machine. 

Each job has an individual code number which 
is entered by the operator on his sheet and later 
punched into the machine usage cards. At the end 
of each month, we separate the cards for each job 
and run a report. In this way, we are able to ex- 
amine our work in terms of the individual jobs and 
compare how well we did the job this month as 
opposed to the previous month. Notice (éllustra- 
tion, above) that the time taken to process each job is 
separated by machine type. In addition, we include 
a separate entry designated as “O”. 

“O” is used to identify the manual time required 
by the job. This item is quite different from card 
handling and set-up time. Manual time includes time 
spent on a job but not in operating a machine. It 
includes time spent wiring plugboards, labeling card 
decks and reports, reviewing procedures, tracing 
errors and various other non-machine functions. Un- 
less the manual time results in improved efficiency 
on actual production it may be a very costly item. 
For example: it might be cheaper to have headings 
printed on a report form than to have an operator 
spend time labeling reports. In the job which we 
are examining the manual time amounted to 360 
minutes or 6 hours compared to 1,365 minutes or 
22.7 hours of actual processing time. For any kind 
of a regularly scheduled job, this is too high a pro- 
portion and should be investigated. 

_ Our next step is to compare how long the process- 
ing took compared to how long it should have taken. 
Here we find that we actually took 1,344 minutes or 
2214 hours, whereas our standard indicates it should 
have taken only 920 minutes or 15 hours. This would 
indicate our overall efficiency on the job was some- 
thing under 60%. Looking it over by machine type, 
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ae METHODS MACHINE USAGE REPORT » MONTHLY REPORT nemco coun 4/7 #0 5/2 
MEDICAL FEE ACCOUNTING | 61031; O 360 
49 50 3718 
69 7! 372)! 
199 225 66150 
91 172 17,989 
220 225 3725 
158 311 4089 
134 290 3709 
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Recurring jobs are measured each month 


the reproducer and interpreter operations look to 
be in line. Sorting is a little bit off but not appre- 
ciable. Collating, however, took almost twice as long 
as the standard would indicate. 

The calculator operation again looks to be in line. 
When we look at the last two items, however, the 
tabulator and summary punch, we find that both look 
bad. This assumes real importance in light of the 
fact that each hour of tabulator time costs $6.00 or 
more. The excess tabulation time on this job repre- 
sents about 2% hours or about $12 or $15. In looking 
at jobs where the tabulator time is excessive, we have 
found the principle trouble to be: 1) Lack of detailed 
instructions concerning the job. Most tabulator set- 
ups require setting a number of switches, hammer- 
locks and zero suppressors. Without a definite pro- 
cedure to follow even experienced operators find 
this a cumbersome job. 2) Lack of, or failure to use, 
test decks. 3) Poorly designed forms with little or 
no tolerance, in the printing areas. 

Neither the weekly nor the monthly report tells 
us what actually causes poor usage or inefficient op- 
erations. However, they do help us to isolate the 
trouble area. They enable us to determine which 
is the machine with low usage or the job which has 
a troublesome procedure or schedule. This, in turn, 
makes it possible for us to attack the problem more 
directly with a minimum of preliminary fact finding. 
We can quickly get to the machine with low usage 
or the report which is taking too long to prepare. 

In addition to the weekly and monthly reports, 
certain statistics have been very helpful from an over- 
all company point of view. Top management just 
wouldn’t have the time to review the weekly and 
monthly reports from each division. However, in 
order that our executives may be informed of the 


(To page 96) 
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Banking Offices 


Remodeling and refurnishing project 

at Philadelphia’s Land Title Bank & 

Trust Co. shows how easily the modern 

decorating effort can be superimposed 
on an earlier structural design. 


By ANDREW DUANE 


A MODERNIZATION program for the Land Title 
and Trust Co., Philadelphia, has recently been com- 
pleted by the Contract Division of W. & J. Sloane, 
New York. 

Founded in 1876, the bank was one of the first to 
train personnel by recordings, to adopt a living cost 
bonus, to make annual reports to despositors, to in- 
stall wired music, and to use tellers’ machines. 

The main banking entrance on Chestnut Street has 
been enlarged and remodeled with imported Italian 
granite which frames the entrance importantly; black 
and rose Italian marble graces the vestibule walls. 
The previously existing revolving doors have been 
replaced with eight touch-sensitive automatic Hercu- 
lite glass doors thus creating an inviting approach to 


The bank’s new entrance 


the banking area and permitting greater visibility in- 
ward for passersby. The new vestibule ceiling incor- 
porates forced heating vents and spot-beam lighting. 
Likewise, the Chestnut Street lobby entrance features 
the automatic Herculite glass doors. The Broad Street 
doorway (from the business building lobby) was al- 
tered by removing the door and transom, arching the 
top of the doorway, and installing Herculite doors. 

The existing open-work elevator shaft visible from 
the main banking floor was walled in, and modern 
bronze elevator doors installed. The entire interior 
of the bank, including the coffered ceiling and the 
walls, was painted in considerably lighter tones of a 
soft oyster beige thus eliminating the confusion of 
dark and varied colors. 


Officers’ platform before and after re-furnishing—now features mahogany grained metal desks, 
draw curtains and specially designed carpet 
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Familiar cage-type elevator well becomes walled-in. Herculite glass replaces old-fashioned entrance door frame. 


One will now find the officers’ platform carpeted 
where a tile floor previously existed. This carpeting 
is in a specially designed Greek key pattern in tones 
of beige, burgundy and brown. The light beige drap- 


‘eries (behind which are beige draw curtains) carry 


a border of the Greek key in burgundy. Metal desks 
and file cabinets with mahogany graining, along with 
matching wood chairs, replace the old furniture in this 
area. The desk chairs and clients’ chairs feature cov- 
erings in a specially dyed, textured fabric matching 
the brown of the carpet. Likewise, similar new furni- 
ture is found in the New Accounts Department. 

The president's and vice-presidents’ offices and the 
committee rooms have been modernized by lowered 
glass, steel and bronze screens and doors. The same 


draperies, curtains and upholstery of the officers’ 
platform are duplicated here, but the carpet is an 
all-over carved pattern in deep, rich brown. The 
wood pieces are 18th Century design in amber-toned 
mahogany. 

A Georgian scenic wallpaper panel brightens the 
ladies’ lounge. A new carpet of green velvet helps to 
soften the previous austerity of this room. With 18th 
Century design furniture, and easy chairs and sofas 
upholstered in colorful fabric of green, beige and 
coral, a most inviting space presents itself. 

The dignity of this fine, well-known bank has been 
preserved; but through imaginative remodeling, re- 
furnishing and color coordination, an even more effici- 
ent banking service has been made possible. 


Ladies lounge came in for extensive remolding 
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Put Your OFFICE to WORK! 


By HOWARD KETCHAM 


HEREWITH is the concluding installment of 
Mr. Ketcham’s article on color-light coordina- 
tion. In the first installment Mr. Ketcham 
pointed out the pitfalls in the mis-use of color 
and showed the effects of lighting on decora- 
tion colors. Mr. Ketcham is a member of the 
Illuminating Engineering Society’s Committee 
on Store Lighting, and chairman of the Color 
Survey Committee of the National Paint, Var- 
nish and Lacquer Association. 


Today, many companies are aware that they are 
out-of-pocket when insufficient lighting lessens produc- 
tivity of office, officials, and personnel. An accounting 
firm, taking over an old mansion for working quarters, 
provided 5, to g foot-candles of light on desks. The 
incandescent lighting, spaced at six-foot intervals in 
the many-partitioned office at ceiling height 26 feet 
above floor level, was spotty, with the effect of cob- 
webs. Fluorescent lighting, lowered from the ceiling 
and shielded from direct vision, provided 35 foot- 
candles. Production went up 4o per cent. Absentee- 
ism dropped, as complaints of eyestrain fell off. 

In a brokerage office, improved lighting cut absen- 
teeism by 25, per cent. 

Reception rooms and conference rooms, the show- 
places of any office, in which clients are entertained, 
can well diverge from color-and-lighting standards for 
work areas. Their function is to express the prestige, 
the dignity and the unique personality of the com- 
pany—as completely as the living-room of a home, or 
the lobby of a first-rate hotel. In these show-cases, 
office planners use color, lighting, and materials to 
create the desired impressions regardless of rule-of- 
thumb laws. 

For instance, in the directors’ room of Pan American 
World Airways—my cherished client since 1935—one 
wall is a huge world map. The oceans are blue, with 
the color carried to the high ceiling, and the contents 
are in a beige which is carried out on the other side- 
walls. Window corners are rounded, airplane-style, 
and the carpeting is in the standard Pan American 
Blue which I’ve made into a “trademark” of the air- 
line. High in the Chrysler Building tower, this board 
room for a transoceanic line gives directors and dis- 
tinguished guests the feeling of being aloft on one of 
the company’s routes. 

Light-reflectivity is one part of the task of coordina- 
tion of office lighting and color. In my work as a 
member of the Committee on Store Lighting of the 
Illuminating Engineering Society, we have used the 
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term “color brightness engineering” to describe the 
task of assuring that the eye does not have to adjust to 
greatly varied degrees of brightness. 

One-quarter of our body energy is used for the act 
of seeing alone. Too much light is more fatiguing 
than too little. For example, three hours of continu- 
ous reading under daylight reduces visual efficiency 
of the human eye by gz per cent, while direct incandes- 
cent light of proper intensity, placed well out of the 
line of vision causes 18 per cent loss, according to a 
Johns Hopkins University study. 

One company provided 100 foot-candle intensity for 
draftsmen, and found that instead of the expected 
improvement, their work output suffered, from a glare 
condition called “cotton in the eyes.” Better results 
were attained with an intensity of 40-50 foot-candles 
on the average, with soft colors on the walls which 
offered some relief to the eye as the men looked up 
from the close concentration on white paper. 

Where close concentration is required over lengthy 
periods—as in the use of certain business machines— 
a 50-60 foot-candle level is preferable, with over-all 
lighting raised accordingly to hold down the bright- 
ness contrast ratio. 

Brightness contrast ratio is the basis on which color 
and lighting coordination are planned. The goal is 
to provide a light-level about three times as great on 
the work-surface—the page of white paper in the type- 
writer, for instance—as in adjacent areas. In many 
offices, too much dependence on the desk lamp and too 
little over-all lighting provide a 50:1 brightness con- 
trast ratio. One test showed 12 per cent more errors 
in comparable work by the same employees under a 
60:1 brightness contrast ratio than under 3:1 ratio. 

Another test showed that the “blink rate’’—the eye's 
warning of fatigue—went up 46 per cent in 10 minutes 
and 71 per cent in 15 minutes under a 60:1 bright 
ness contrast ratio. 

A desk lamp more conveniently attachable to desks 
than any now available, and offering lighting-inten- 
sity control which can be coordinated with over-all 
office lighting, is one of the urgent needs which office 
management poses for the lighting equipment manu- 
facturers today. I have made preliminary design stud- 
ies of such fixtures, and can report with confidence that 
the basic electrical equipment is available to permit 
its further development. 

Other factors in assuring a minimum of fatigue 
from use of color and lighting in office planning con- 
cern the business machines themselves, the desks, and 
even the stationery. 
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A test of “blink rate” showed that the eye muscle 
contracted 100 times over a certain period in reading 
on white paper, 99 times with the same printing ink 
on cream-colored paper, 111 times when the paper was 
yellow, and 118 times with red paper. Another test, 
using one color for stationery and varying the shade 
of the printing ink, showed 100 blinks with dark let- 
tering, 110 with medium, and 118 with light, over the 
same period of time. 

In tests by French scientists of legibility of different 
color combinations the following order of readability 
was shown: 


Black on yellow 
Green on white 
Red on white 
Blue on white 
White on blue 
Black on white 
Yellow on black 
White on red 

. White on green 
10. White on black 
11. Red on yellow 
ig. Green on red 


Ps OT eT PF 


The popularity of black on yellow for automobile 
licenses and highway markers, for example, has re- 
sulted from these findings. In my own work, I found 
it borne out in tests made when I developed the color 
combinations now used by Cities Service Oil Corpora- 
tion for its stations, signs, pumps, packages, and equip- 
ment. When a series of test signs were prepared and 
posted, I joined a group of oil company officials in 
walking backward away from them, until only one 
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sign was distinguishable. It was lettered in green on 
white background (the black-and-white combination 
was not under consideration, for other reasons) . 

The use of green typewriter ribbon on white paper, 
particularly for inter-office work involving long read- 
ing of detailed reports, can be a step toward improved 
efficiency. 

Color planning for IBM cards also opens a new 
avenue toward more effective office operation. An as- 
signment I fulfilled for Life Magazine has demon- 
strated the varied opportunity for creative thought. 

We have come a long way in planning office equip- 
ment that helps get more work done more quickly, 
with less fatigue. Filing cabinets and desks formerly 
were inevitably in olive-drab green or mahogany 
brown—but today metallic gray is the sales leader. 
Typewriters were formerly black, almost without ex- 
ception. Today, gunmetal greys and soft greyed-greens 
are offered. Reduced light-glare results from the colors 
and their textured finishes. 

For the most part, however, styling of office ma- 
chines has progressed no further than the use of 
crackled or crystalline finishes, which unfortunately 
are dust-catchers. We may look forward, in a period 
when sales promotion needs impel the manufacturers 
of such equipment to greater design effort, to the in- 
troduction of textured Rigidized Metal in color for 
the mar-resistant and attractive housing for office ma- 
chines; to the two-tone spatter type of finish; to ham- 
mered-finish types which simulate the mottled texture 
of hammered metals; and to such modern develop- 
ment as the light-reflectant and luster-giving Metallic- 
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Unistrut-Homosote photo-display partition in office of 
Sanford, Malsin, and Reiman, Ann Arbor, Mich. 


Versatile 
Partitions 


—which put an old product to new 
use in offices, are modern, func- 
tional, and easy to install 


INEXPENSIVE office partitions—light, modern, and 
highly functional—that were born when an inven- 
tive architect used an old product for a new purpose, 
should soon be utilized by office designers who seek 
simple, adjustable material with which to work. 

The new partitions, and the principle behind them, 
are the innovation of Walter Sanders, a member of the 
architectural firm of Sanders, Malsin and Reiman, 
Ann Arbor, Mich. What he did was combine a par- 
titioning material—glass, wood planking, or plain 
Homosote board—with Unistrut rods, a product man- 
ufactured by Unistrut Products Co., Chicago, for an 
entirely different purpose. 

Unistrut was originally intended to support pipes, 
cables, and shelving in factories. 
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Realizing that partition material could be held 
firm in the grooved inner edges of Unistrut rods 
and that the whole affair could be erected easily, 
Mr. Sanders, in co-operation with Unistrut’s inventor, 
decided to build the first such partition in his own 
office. What resulted was the photo-display wall (left), 
a simple combination of Homosote board and light 
weight rods, which affords semi-privacy to members of 
the firm. The company used it to demonstrate the 
feasibility of the idea for office use. Besides being 
adjustable and easily installed, they point out, Unj- 
strut is inexpensive—as is Homosote. The latter prod. 
uct sells for 6 cents a square foot. 

Similar partitions were successfully installed next at 
the University of Michigan, where Mr. Sanders is pro 
fessor of architecture. Public buildings throughout 
the state, notably schools, adopted the partitions, too, 

According to a spokesman for Sanders, Malsin and 
Reiman, the Unistrut partitions are built in exactly 
the same way that a child puts together an Erector set 
toy. The only tools needed are a hacksaw and wrench, 
Rods, cut to desired lengths, are fastened at intersec- 
tions by special bolts. No drilling, welding, or skilled 
labor is required to set them up, it was said. The par- 
tition frame may be readjusted, or completely re-ar- 
ranged, simply by unbolting the rods. 

Intricate structures too, such as magazine racks and 
storage shelves, can be built with Unistrut. In some 
of Mr. Sanders’ installations, lights were hooked to the 
versatile rods. In others, soundproofing was accom- 
plished through the use of double-thickness wood 
panels. 

For a feeling of spaciousness in a small area, San- 
ders, Malsin and Reiman combined Unistrut with 
glass in their New York offices (below). The par 
tition separates the small reception room from an 
inner office where customers are received. Draperies 
can be drawn across the glass for privacy. 

By painting the Unistrut rods a light color, the 
architects have added to the room's brightness and 
uncluttered design. (Unistrut is manufactured with 
a flat prime coating which affords easy repainting.) 
Notice also that a door has been hinged to one of the 
vertical rods to lend privacy if desired. 


Unistrut plus glass neatly partitions this small office area 
without sacrificing spacious feeling 
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QUIET, SPEEDY! 


BATTLES against distance and noise are waged daily at the huge 
Air Force Finance Center in Denver, Colo., a 37-acre office group 
where 3,000 persons mind the business of the United States Air Force. 

Bicycle-mounted messengers were the answer to the miles of aisles 
encompassed by 12 buildings of the Center which once were ware- 
houses. They resist the temptation to speed offered by long, wide 
passageways, but still deliver the mail in record time, much faster than 
afoot. 

On the noise front, the din of thousands of electric calculators and 
other office machines is muted by hung acoustical ceilings suspended 
below the high warehouse roofs. Fiberglas acoustical ceiling board 
was installed by means of the Drive-Lok suspension system which con- 
sists of runner tees and cross tees spaced to receive the ceiling board. 
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COST-CUTTING CONTROLS | 


in Records Management 


By EMMETT J. LEAHY and ARTHUR BARCAN 


National Records Management Council 


Concluding installment of a three-part feature 


“CONTROLS Over Quality of Records” is the 
third and concluding installment of this article 
which comprises the section on records man- 
agement contributed by Messrs. Leahy and 
Barcan to the book Big Business Methods for 
Small Business, edited by Robert S. Holtzman 
and A. Kip Livingston (Harper & Brothers, 
New York, $5). The initial installment covered 
“Controls on Records Creation” and “Control 
over Maintenance of Records”. Last month 
the installment covered “Controls over Records 
Distribution”. 


CONTROL OVER QUALITY OF RECORDS 
What is quality control? 


Quality control is a technique for measuring the 
accuracy of a repetitive operation. It is a program of 
coordinated inspection procedures at various steps in 
the process, based on sound statistical principles. 


b. Determine the quality goal of the work by joint 
action of the whole management team (operating 
office, methods examiner, top management) . 

For example, decide that error of 1 per cent is ag 
ceptable, or 3 per cent error is acceptable in purchase 
orders totaling $25 or less; and 1 per cent error ip 
orders totaling $26 or more. 

Decision on the quality goal is determined by the 
degree of accuracy actually required on the job, the 
cost of 100 per cent inspection, and the risk or cost 
of not verifying work of an unacceptable quality. 

c. Determine sampling plans and procedures to get 
a true picture of the work and to meet the quality 
goals: size and scope of sample, control limits, allow. 
able number of errors, etc. For example, inspecting 
invoices prior to mailing may call for the following 
sampling plan: acceptable quality level—1.5, per cent 
error; risk in sampling—1 per cent; sample size—ioo 
per day. If there are less than 4 errors in the sample, 
assume that the process is “in control,” that is, that 


oe operations are within desired quality limits. If errors Whe 
What is its purpose? reach 4 or more, inspect all invoices for that day orf 2. 
To achieve and maintain a desired level of quality all invoices prepared by the source of the errors. The 
performance at the lowest possible cost through sci- 1 per cent risk in sampling error indicates that man 
entific statistical controls. Costs can be reduced at agement wants to be sure that the chances of accept- 
the same time that quality is improved by preventing ing good work are gg out of 100, while the chance of 
waste, eliminating rework, and reducing the amount accepting poor quality work (4 errors or more) 1s 
of necessary inspection. only 1 in 100. There are other types of sampling plans 
. ; and techniques depending on the type of clerical 
How is quality control installed? operation as well as on the acceptable level of quality 
Control procedures are developed as follows: and desired sampling risk. It should also be noted C 
a. Determine the current quality level of the oper- _ that the lower the sampling risk desired by manage } cen! 
ation by: ment the greater the amount (and cost) of inspection § Stal 
(1) using available statistics on errors; that will be required. Orc 
(2) checking a random sample of finished work; d. Establish points at which quality may be f ly 
(3) checking completely a given segment of checked. ern 
finished work. e. Design work sheets and control charts to record b 
Previous experience in numerous organizations has _ inspection data—that is, to what extent is the unit 
firmly established that 100 per cent inspection does —_ operating within a set quality standard. 
not result in 100 per cent quality. On the contrary, f. Designate personnel to be quality control inspec 
research indicates that 100 per cent inspection usually tors. 
fails because of boredom and distraction. A company g. Start operations. Work for understanding, ap 
manufacturing precision parts for photographic equip- proval, and acceptance at all levels. 
ment had found 16 per cent defective material despite h. Follow-up data on quality control charts: 
a 100 per cent manual inspection. A mail-order house (1) Check to ensure that actual performance & § on 
found 21 per cent errors in the typed customer’s orders within the range of established quality stam § als 
in spite of 100 per cent inspection. dards. mi 
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Museum of the City of New York (photo by Byron) 
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Records management in 1902 


(2) Take corrective action where quality falls 
below the established standards—that is, 
give more training, reassign personnel, re- 
vise sampling plan, etc. 


What are the benefits of quality control? 


a. Improves quality of work by: 

(1) highlighting areas for corrective action by 
indicating quickly specific types of and rea- 
sons for errors; 

(2) establishing a sound inspection system 
which will uniformly judge and evaluate 
the product, or “paper,” regardless of where 
the item is processed or who inspects it to 
meet established standards. 

Companies using quality control quote over 10 per 
cent reduction in error in the initial weeks after in- 
stallation. Over a 2-year period, Aldens’ Chicago Mail 
Order Company’s pioneering efforts in statistical qual- 
ity control brought it a 25.4 per cent reduction in 
error as indicated by customer adjustments. 

b. Reduces costs by: - 

(1) reducing direct labor costs of inspection; 

(2) initiating faster corrective action; 

(3) increasing flow of work by reducing layover 
time for inspection; and 

(4) reducing amount of substandard work to be 
done over again. 

Quality control in the Armed Services points not 
only to the millions of dollars in direct savings but 
also to an improved acceptance system for grdnance 
material. Sylvania Electric Products estimated an an- 
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nual saving of $50,000 in inspection costs alone in one 
plant. Bureau of the Census estimated $63,000 sav- 
ings in direct labor costs accruing from quality con- 
trol. 

c. Gives both operating personnel and supervisors 
confidence and pride in the quality of the work by 
providing at a glance current information on the 
quality level of the work of any given operation and 
organization. 


What are the potential uses of quality control in 
offices? 


A recent survey by the National Records Manage- 
ment Council of nation-wide application of quality 
control to clerical operations indicates that any office 
featuring a mass repetitive operation is a potentially 
profitable area. Reduction of costs and improved 
quality can be the expected results of quality control 
in offices typing letters or contracts; processing in- 
voices, orders or vouchers; punching cards for tabu- 
lating machine systems; inspection and acceptance of 
material, etc. 

Here is a large area in which offices may absorb 
many of the increasing office functions with little or 
no increase in personnel. 

At the same time, here is also an excellent oppor- 
tunity to improve the quality of the operations. Only 
where there is concrete data on who is making the 
errors, why the errors are being made, and how many 
errors are being made is it possible for anyone at any 
level of management to correct or reduce the number 
of errors. 
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Office Design Today 


By HOMER HARRISON 
of Kenneth H. Ripner Co., Inc., New York 


Another article of a series based on Mr. Harrison’s recent talk at the 
International Lighting Exposition in Cleveland 


LAST MONTH we discussed the cost—the very mod- 
erate cost—to an organization of giving itself an office 
which is truly of today. 

What are the factors involved in the creation of 
such an office? Let us summarize them once more, 
and go into detail about them. 

As pointed out last month, there are only eleven 
such factors: 

1. Office layout (involving planning and standards) 

2. Lighting 

3. Partitions 

4. Air conditioning or ventilation 

5- Underfloor ducts 

6. Floor coverings 
7- Acoustical treatment 

8. Painting 

g. Furniture and equipment 

10. Service facilities 

11. Decorations (which 

blinds, drapes, etc.) 

Our discussion of this subject is not going to be a 
technical one. There are dozens of good books, jour- 
nals, and current papers on every phase of these eleven 
factors. 

I am going to try to sell. you on an idea—but that’s 
the easy part of it! Every one of you is already more 
or less sold, whether you realize it or not—on the 
idea of better office living. 

A powerful argument for better office living from 
the point of view of the office building owner is that 
it can increase his profits. “More net profits through 
better office living!” Isn’t that a sweet sounding slogan 
—and isn’t it shameful that we have to jingle the 
profit bait to get attention—to get some one to take 
the necessary action to improve himself or his envir- 
onment, whether it be in investing money, investing 
time, or investing labor. 

Let me give you an example—the radiant-heated 
sidewalk. What is it? Laid in the cement is a grid 
of pipes with a line running into the basement and 
connected through a heat exchanger with the heating 
system. When it snows or sleets—just turn a valve, 
and the anti-freeze solution flows through these heat- 
ing coils, just hot enough to melt the snow as it falls. 

Result? The next morning all your neighbors are 
out shoveling snow, scraping or chopping ice, sprink- 
ling salt or sand on the icy spots. But your sidewalk 
is cleaner than before the snow storm—it has been 
washed. Does this sound like a good improvement to 


involve color, venetian 
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have? The building manager goes to the building 
owner and says to him, “I think it would be a good 
idea to put a radiant-heated sidewalk in front of our 
building,” and goes on to explain how convenient it 
would be to just have to turn a valve, or press a button 
when it snows, and presto—no sidewalks to clean. 

He says to you, “How much will it cost?” You fore- 
saw that little question, ‘and you prepared yourself 
with some cost figures, and you say “Only so and so 
many dollars.” 

“No,” the owner replies, “we can’t afford that ex- 
pense now. All our costs are getting higher day by 
day, and our rents are frozen—no, not this year!” And 
there is no radiant sidewalk. 

Now, here is another building manager who knows 
the psychology of the profit bait. He knows that any 
business man who can add to ten—and particularly 
his own building owner, will invest a dollar any day 
if he can get back $1.10. And I use this figure $1.10 
loosely with no implication whatever as to what is a 
correct percentage of profit. So he approaches his 
building owner something like this. . . 

“The Weather Bureau records show that during the 
past ten years we have had so and so many inches of 
snowfall. Our own records show that we have spent 
so and so many dollars for labor in shoveling and 
cleaning snow off the sidewalk. So and so many dol- 
lars for sand. We used to use salt, you know, until we 
had so many complaints from the tenants that the 
salt ruined their shoes. We have spent so and so many 
dollars for extra cleaning in our lobbies and corridors 
from the slush and dirt tracked in. We spent so and so 
many dollars for runners to lay on the lobby floors, 
and for the expense of putting them down, cleaning 
them, and re-rolling them every time it snowed. The 
room we have to use in the basement to store these 
rolls or runners, we can rent for so and so many dol- 
lars a square foot, totaling so and so many dollars. 
Here is our total snow and sleet bill for the past ten 
years. 

“Now, with a radiant-heated sidewalk, we save all 
that direct cost. Our tenants will be happier, because 
lots of the snow and dirt are always being tracked up 
to their space. The store tenants on the street will be 
happier, because they will save big cleaning bills, and 
damage to merchandise in their stores. 

“And here is the bonus! 

“There are so few radiant-heated sidewalks today, 
that from a public relations angle, people will talk 


September, 1952 


| ase & Er , nee i? a 3 cn ae 
il 7 - 
Bre ei 
: ; 
; 
at _ 
ie ; 
2 
ee in 
, 

} a. about 
= and c 
| 4 tion.” 
= Do 
ae: time- 
- to br 
wt for y 
2 os “A Re 
a. trade 
ae profi 
7 of yo 
ae § forni 
ae heate 
7. amp 

ys can 
ee woul 
3 Al 
. fin, 
| oe awa 
a and, 
ae busi 
| “ desi 
= . T 
i. j d lerd 
a witl 
Phe or 1 
re. gue 
eg a onl 
eee wil 
# a fac 
‘i lot 


Lighting, partitions, duct-work—these and many others come under the heading of Capital Investment, 
a big factor in office operating cost 


about our new sidewalk. Add up all these plus figures, 
ad compare the total with the cost of the installa- 
tion.” 

Do you think the building owner will listen this 
time—and if the figures show a profit or even a close 
to break-even point, aren’t you going to get approval 
for your radiant-heated sidewalk? 

Read the advertising pages of any magazine, any 
ade journal, and you will almost invariably see the 
profit bait being dangled in front of you. For those 
of you who live and work in Florida or Southern Cali- 
fornia and are not particularly interested in radiant- 
heated sidewalks, there are hundreds of other ex- 
amples to illustrate how resistant the human being 
an be to accept something—no matter how nice it 
would be to have it, unless we dangle that profit bait. 

All this applies to a calculating machine, a new 
fling system, a new suit of clothes, a new automobile, 
awashing machine, an office reproduction machine— 
ad, particularly since we are all interested in the 
business office—those eleven factors involved in office 
design. 

There are three kinds of offices—the office of yes- 
lerday, the office of today, and the office of tomorrow. 

Definitely every office, whether it be a small one 
with 50 or fewer employees, or a large one with 1500 
or more employees, is either an office of yesterday, or 
an office of today. Tomorrow’s office we can only 
guess or dream about. So, for now, we will consider 
only the first two categories. 

Let’s describe an office of yesterday. Let’s begin 
with the building. itself. It has a drab, unattractive 
facade and entrance, a dingy, poorly lighted elevator 
lobby, a building directory located way back some- 
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where and if you find it, you have to come back again 
to the elevators—open cage, old-fashioned, slow eleva- 
tors. Now we come to your floor—dimly lighted corri- 
dors. We open the door to your office, and pass 
through gloomy, dark grained, metal clad doors with 
your name in gold or black letters. 

Now let’s go back to the street and start all over 
again. We are going into the same building, but the 
building owner and building management have done 
something about something. We now go into a mod- 
ern, attractive entrance. The lobby is beautifully 
simple, and you can see to admire it, for it is properly 
lighted. The building directory is conveniently placed 
where you can immediately find it. It is light enough 
so that you can read it without a flashlight. The at- 
tendants are alert and neatly dressed. The elevators 
are modern and fast. In a moment you are whisked 
up to your floor, and step out into a well-lighted cor- 
ridor, and walk through a pair of beautiful glass or 
period doors into your reception room. Now, why 
did the building owner invest the money to make these 
improvements? 

Profit! That's why! 

People like’ to visit attractive places, and they like 
to live and work in attractive places. This building 
owner wants to keep his tenants and have a waiting 
list of prospective new tenants. He also knows that 
class A space brings higher rentals than class B or C 
space, and anyone will invest a dollar to get $1.10. 

Instead of going on to describe in detail the office 
of yesterday, I think it will be better to describe the 
office of today. Then, by comparison, you can, each 
of you, evaluate your own office. 


(To be concluded in the October issue) 
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Steel Spread Thinly, But Fairly 


By LARSTON D. FARRAR | 


THE NATIONAL Production Authority has begun 
to move swiftly, in the wake of the steel settlement, 
to make things as easy as possible on the non-defense 
economy, but it seems likely that the results of the 
strike will plague everybody in business for some 
months to come. 

The general policy at NPA is to give special pri- 
ority to filling the steel needs of the military, atomic 
energy, and machine-tools programs. At the same 
time, controlled-materials allotments already issued 
to both defense and civilian producers for the third 
and fourth quarters stand without change. 

The ban on shipments of steel from warehouses 
to consumer durable goods manufacturers was lifted 
quickly. 

NPA said that the full impact of the steel strike 
on the woodworking equipment industry will not be 
felt until mid-September. It is felt that the use of 
substitute materials might carry the lumber, veneer, 
and plywood machinery manufacturers and woodwork- 
ing machinery manufacturers through without much 
trouble, although some lay-offs were anticipated. 

In Direction 3 to Steel Distributors Order M-6A, 
Henry H. Fowler, NPA Administrator made a move 


designed to provide emergency steel rations to smalf 

businessmen, military contractors, and companieg | 
that otherwise would have to suspend operations for 
a time. 

The measure has four major purposes: (1) to maine 
tain a flow of steel products to military contractorg 
who ordinarily obtain their requirements from ware } 
house stocks; (2) to assure to small businesses a portion 
of available warehouse stocks needed to continue oper | 
ation; (3) to provide, where possible, both small and 
larger steel consumers with steel when comparatively 
small quantities would prevent a complete shut 
down, and (4) to limit the quantity of steel available 
to any one customer in order to spread new steel sup- 
plies as widely as possible- 

It is ironic that, long after the disastrous steel strike 
had run its course, the companies were granted the 
price increase which they maintained they would have 
to have if the laborers were to obtain the wage in 
creases they demanded. In other words, if anyone 
“won” the steel strike, it wasn’t the administration, 
which had taken a strong stand against any except a 
small increase per ton of steel, in line with the Cape- 
hart amendment. 


NEXT MONTH— 

the October issue of 
OFFICE MANAGEMENT 
& EQUIPMENT will an- 
nounce the names and 
locations of the six offices 
to be honored in the 
1952 “Office of the Year” 
Awards. 
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3000 LINE 


ne ee 


The Original Bulid-Up- 
As-You-Go-Along (Add- 
A-Unit)-System. Buy 
only what you need now. 
Add a unit later. 


Precision manufactured — heavy weight — 16” deep — full capacity filing units that 
build up with Steelmaster exclusive build up feature. Can be purchased in singles or setup 
combinations as illustrated. These low cost sectional units have been demonstrated as 
Sales go getters. Hundreds of thousands of satisfied users. 


“3 re OUTSIDE DIMENSIONS SHIP. WT. PRICE 
Ne. Description Ww. i. D.. 
01 2 file drs. — 1 base ship. set up 14y¥,” 30,” 16” 53 Ibs. $30.25 
2 legal drs. — 1 base ship. set up (not ill.) 18%” 30y,” 16” 57 Ibs. 34.65 
02 1 file dr.—1 storage cupboard with lock—and base 144,” 30Y,” 50 Ibs. 30.25 
—ship. set up (not ill.) 
$002C | 1 legal dr. — 1 Jumbo storage cupboard with lock — 18%” 30Y,” 16” 57 Yo Ibs. 34.65 
and base ship. set up (not ill.) 
3046 2 file drs.—1 4x6 double card cab. (cap. 3,000 cards) 144,” 364,” 16” 64 Ibs. 37.45 
‘ and base—shp. set up 
3048 1 file dr.—1 storage cupboard—1 4x6 double card 144,” 364," 16” 58 Ibs. 37.45 
cab. (cap. 3,000 cards}—and base—ship. set up 
2 legal drs. — 1 double card dr. for 5x8 cards (cap. 18%” 364,” 16” 73 Ibs. 44.25 
3,000 cards — and base ship. set up (not ill.) 
F3068 1 legal dr. — + Jumbo legal storage — 1 double dr. 18%” 364,” 16” 70 Ibs 44.25 
card cab. for 5x8 cards (cap. 3,000 cards) — and base 
— ship. set up 
1 letter dr.—positive compressor—easy rolling (not ill.) 14y,” 124,” 16” 24 sibs 12.50 
1 Legal dr.—positive compressor—easy rolling (not ill.) 18%” 124%,” 16” 29 ~—s Ibs 14.50 
F3000S 1 storage cupboard equipped with lock (not ill.) 14%,” 124,” 16” 16 Ibs. 12.50 
F3000SC| 1 Jumbo cupboard (legal) equipped with lock (not ill.) 18%” 124%,” 16” 20 = Ibs 14.50 


art steel sales corp. 


new york 63 n. y., u. Ss. a. 


Finished in green and grey. If individual locks wanted on file drawer, add $2.75 per drawer, or $2.10 per drawer for card cabinet drawers, 


Prices higher on West Coaste Literature available Immediate Delivery 
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SPACE 
DESKER 


(KNEE-SPACER) 


A counter installation unit that serves as a knee space desk, 
Comes equipped with lock on drawer section. 


Item No. OUTSIDE DIMENSIONS 
ee 


Overall 21%” 36l/,” $32.95 
Drawer 19/4” ey 


The perfect short depth heavy weight, heavy duty storage 
unit. For all storage needs. 


ey OUTSIDE DIMENSIONS 
or W. H. D. Ship. Wt.| Price 
Overall 24” 36!/.” 16” 65 lbs. | $32.95 


Storage 24” 10 ” 16” 


ee 
ae 


Grey or green. Indicate color wanted. 


Grey or green. Indicate color wanted. 


wry 


These Steelmaster versatile cabinets can be build into low counter | 
height 362” installations. Display an installation on your floor and] 
you'll sell more because Steelmaster is better. 


: The complete organizer for parts, forms and a hundred 
and cne other uses. Drawers comes compartmented on 1” 
centers affording 12 sections per drawer, or a total of 
240 sections per unit. A really wonderful item. 


m No. OUTSIDE DIMENSIONS Pe 
Priero} = 5 Ship. Wt = | item No. OUTSIDE DIMENSIONS 


A versatile unit to organize supplies, parts and stationery. 
Drawers are compartmented on 1” centers giving 12 sec- 
tions per drawer. A wonderful unit. a 


"Overall | 24 ” | 36,” | 16 ” | 100 ibs. 


620 Tie ne H. D. | Ship. Wt. | Price 
ed 15%”. > | Overall | 24 ” 


Drawer _36'/2" | 16 " | MOlbs, [$46.75 
Storage ‘a TS 4 , * 3." | 15%” 


Grey or green. Indicate color wanted. 
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our best dollar value buy... 
Teclmnasler office equipment — : 


sa ite A ee i 


ALOT 


F The original and still the best desk high telephone directory x 
} A utility open storage bookcase unit to meet mony needs storage unit to meet all your needs. Equipped with lock. 


and requirements. Extremely low cost. Item No. OUTSIDE DIMENSIONS 
a OUISIDE Suanvestoees Ww. H. Dz. Ship. Wt. | Price = 
F1600 OS BMY H. D. | Ship. Wt.| Price | | Overall 18',” | 30” 16” 40 lbs. | $23.35) 
Overall 24” | 36%” | 16” | 45tbs. | $21.95|| | Directory | 16% 5 16 
_ i. — s Compart. 
Storage 24 10 16 Storage 16!/2” 2042” 16” 


Grey or green. Indicate color wanted. 


. Grey or green. Indicate color wanted. 


, . EDS PEATEs ks. 
These Steelmaster versatile cabinets can be build into low counter; y st by 
height 362” installations. Display an installation on your floor and 
you'll sell more because Steelmaster is better. 


PRINTER 


| A full-width precision made high quality unit for prints, 
For organizing checks and vouchers. 12 large size drawers _— parts, photographs, forms, small assemblies, everything. 
— easy gliding — compartmented on 1” centers for maxi- Wonderful for organizing and keeping requirements at 
mum divisions. C fingertip control. 


Item No. OUTSIDE DIMENSIONS | item No. OUTSIDE DIMENSIONS 
Ww. H. Dz. Ship. Wt. | Price ia Ww. H. D. Ship. Wt. | Price 
Overall 24 =” 36l/,” . ee 120 lbs. | $43.95 i Overall 24 =” 36!/2” af 1lélbs. | $54.95 
Drawer 9%," 4," 15%,” d Drawer 20!” 3,” 15/2” 
i 
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Grey or green. Indicate color wanted. Seay ¢ or mse indicate color P ne 
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NATURAL 


complete letter 
file unit (F3005) | 


= DOLLAR WIN7 (3 
|» tally equipped with 25 hang folders 
cr and bracket—ready for instant use. 
Immediate 
Delivery 


ee 
A fast sale promotional item. No gamble 


—it’s Stclbnaster all the way. Order now! 


ONLY ‘14.95 


OUTSIDE DIMENSIONS 
No. Description Ww. H. D. Ship. Wt. Price 
F3005 The Lettero 142" 1242" 16" 25 Ibs. $14.95 


Finished in green and grey. If individual locks wanted on file drawer, add $2.75 per drawer. 
Prices higher on West Coast Literature available 


art steel sales corp. new york 63 n. y., u. s. a. 


Sh ae ee 4 tae ‘ ? 


oe eT ot et Be Oe et et 


~~ a le le ee es es ee ee a A | 


i a 4 
a ‘ee Se a ee = 
0 ees ee 2 fg) @ 
; : ; \ \\ rt 
ti » \\ \X 
| | EYE, VALUE 
es . ‘6 
ah i } 
24 ; mc 
a. . th 
he : : ici 
q e) 4 ; S: 
mh : 4 B 
hihi in ! i : 
sac , a a né 
> ae igh 7 x 4 C 
2 a. ae 
e 2 C 
= oa ; i 
a ies Ir 
: oe ; Ih 
i B 
— 4 
. 
nena 
<i 
ee . : ———— 
= a .. : ks 
er THE L re) —— a ee 
“4 i“. _— Ba 
a , 
ee 
ae ——— 
a : : —— | 
a, — q ae no o at ‘ ——— i ee ae 
77 ; Se 


"ae i ol LC See oe 


Rudolf Lang 
Managing Director, National 
Business Show 


COMPANIES whose products will be exhibited at 
the National Business Show: 

Acme Visible Records Inc.; Addo Machine Co. 
Inc.; Aigner Index Co.; Alden Products Co.; Amer- 
ican Dictating Machine Co.; American Photocopy 
Equipment Co.; American Tape Printer Co.; H. C. 
Anderson Mimeograph Corp.; Apeco; Audograph 
Sales Co.; Bainbridge, Kimpton & Haupt Inc.; 
Bankers Box Co.; Bates Mfg. Co.; Beck Duplicator 
Co.; Bircher Co. Inc.; Chas. Bruning Co. Inc.; Busi- 
ness Laboratories Inc.; Cincinnati Time Recorder 
Co.; Collister Corp.; Cortina Academy; Ralph C. 
Coxhead Corp.; Crosson Co.; Cummins Business Ma- 
chines; Cummins Chicago Corp.; Denominator Co. 
Inc.; Diebold Inc.; Ditto Inc.; Thomas A. Edison 
Inc.; Elliott Addressing Machine Co.; Encyclopedia 
Britannica Inc.; Executone Inc.; 

Facit Inc.; Friden Calculating Machine Co. Inc.; 
J. R. Geller Co.; General Binding Corp.; General 
Photo Products Co. Inc.; Geyer Publications; Globe- 
Wernicke Co.; Graphic Systems; Gray Mig. Co.; 
Gregg Publishing div.. McGraw-Hill Book Co. Inc.; 
Hamilton Mfg. Co.; Philip Hano Co.; Elof Hansson 
Inc.; Harris Seybold Co.; John D. Hawkins Co.; 
Hectographia Corp.; Henke Supply Co.; Hush-A- 
Phone Corp.; Institutions Catalog Directory; Institu- 
tions Magazine; Korda Industries; Krayer Mfg. Co.; 
LeFebure Equipment; Lightning Letter Opener; 
Lightning Letter Sealer; Linguaphone Institute; 
Magna-Crest Corp.; Magna-Dex Sales of N. Y.; 
Magnetic Recording Industries; Management Mag- 
azine Inc.; Manhattan Storage & Warehouse Co.; 
Harold Mannheimer Org.; Marchant Calculating 
Machine Co.; Marr Duplicating Co. Inc.; Marsh 
Stencil Machine Co.; Master Addresser Co.; Mayhal 
Photocopy Corp.; J. Curry Mendes Corp.; Michael 
Lith. Co.; Michael Press; Monroe Calculating Ma- 
chine Co. Inc.; Mosler Safe Co.; 

New York Telephone Co.; Odhner Sales Inc.; 
Office Appliances; Office Magazine; Office Manage- 
ment and Equipment; Office Publications Co.; Oli- 
vetti Corp. of America; Ozalid div., General Aniline 
& Film Corp.; Payroll Tax Service; Payrollmaster 
Co.; Permoflux Corp.; Pres-To-Line Corp. of Amer- 
ica; Queen Ribbon & Carbon Co. Inc.; Rand Mc- 
Nally & Co.; Remington Rand Inc.; Rex Rotary 
Distributing Corp.; Rex-O-Graph Inc.; Robotyper 
Corp.; Royal Typewriter Co.; Safeguard Appliance 
Corp.; Safeguard Corp; Safeguard International; 
Sanford Electronics Corp.; Savasort Sorting Devices; 
Simplex Metal Products Inc.; Simplex Time Re- 
corder Co.; Spin-dex; SoundScriber Corp.; Staplex 
Co.; Stationers Supply Corp.; Statistical Tabulating 
Co.; Sunroc Co.; Swift Business Machines Corp.; 
Synchromatic Productions; Target Punch Reinforcer; 
Thomas Mechanical Collator Corp.; Tiffany Stand 
Co. Inc.; Times Facsimile Corp.; Van Hawk Sales 
Co.; Visirecord Inc.; Wassell Org. Inc.; Webcor 
Products; Weber Addressing Machine Co.; Webster- 
Chicago Corp., and Zephyr American Corp. 
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National Business Show 


1952 exhibits at Grand Central Palace, N. Y.. 
to show the latest in office equipment 


~NINTIONAL 
BUSINE 


Marquee at Grand Central Palace announces 
te of show 


NEW PRODUCTS, applications, and techniques de- 
veloped during the past year by office equipment 
manufacturers are scheduled to appear at the National 
Business Show to be held in New York City next 
month. 


According to Rudolph Lang, managing director of 


the show, many manufacturers are holding back with 
their marketing plans until] autumn—‘“when the sea- 
sonal summer slump is over.’’ Moreover, Mr. Lang 
continues, many buyers, aware that the new machines 
will be available soon, are postponing orders “until 
they have a chance to see the latest” that industry has 
to offer. 

The National Business Show will be held at Grand 
Central Palace during the week of October 20. 

Mr. Lang explained that the 1952 show will occupy 
all four floors of the Palace. Former years saw the ex- 
position restricted to two floors serving only the office 
machine and equipment industry. This year the addi- 
tional floors will be utilized by large firms such as Otis 
Elevator Co., Shell Oil Co., General Electric Co., and 
General Foods Corp. According to a spokesman for 
the show, these companies will convene there “with 
the purpose of telling the story of the American free 
enterprise system and how it has contributed to the 
nation’s present greatness.” Theme of the show is, 
“Invest in America.” 

“These industrial firms know that the modern busi- 
ness office is the springboard of their products, for 
without the tools of the office machine and equipment 
industry not one ton of material wealth could be 
mined or manufactured,” the spokesman added. Next 
month's exhibition, he said, will be a graphic demon- 
stration of how all industry is served by this one 
industry. 
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“HAVING A FINE TIME..." 

Passengers aboard the S.S. United States, record-holder for the 
fastest North Atlantic crossing in history, found their letter writing 
en route considerably eased by the full quota of Dictaphone Time- 
Master machines available for their convenience. Here business man 
Howard V. Dockerill, one of the ship's 1,700 passengers, dictates 
some vacation correspondence to the folks back home. The new 
superliner made the eastward crossing from Ambrose Light, N. Y., to 
Bishop Rock, England, in 3 days and I! hours, averaging 35.5 knots 
per day. With this speed, she topped the previous eastward 
record, held by the British liner Queen Mary, by 10 hours and 2 
minutes. On the return crossing, she broke the westward record 
too, in 3 days and 12 hours, averaging 34.5 knots per day. 
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MODEL OFFICES 

Shown here are three of the five specially designed and furnished 
model offices featured in the new showrooms of Macey-Fowler of 
Boston, Inc., 150 Causeway St., Boston. The showrooms occupy more 
than 6,000 square feet of space which includes, in addition to the 
five model offices, general display areas where furniture and acces- 
sories are exhibited. Macey-Fowler specializes in Stow and Davis 
executive furniture in wood, and the Steelcase line of steel office 
furniture, manufactured by the Metal Office Furniture Co. Their 
model industrialist's office (above, left) features a Stow and Davis 
walnut desk with chairs upholstered in black antique leather. The 
carpet, draperies, and a wall not shown are colored in hickory brown, 
The two walls seen here are white; the Flexwood paneling over the 
left wall is finished to match the furniture. In the model insurance 
executive's office (above, right), a bleached walnut desk, cabinet, 
and telephone cabinet are teamed with chairs upholstered in prim- 
rose yellow antique leather. The carpet is colored billiard green; the 
draperies, Erin Green. The two walls are painted gun-metal color; 
another is papered with an overall gun-metal design. The other, 
featuring Flexwood paneling which matches the furniture finish, is 
set above a built-in fireplace. The physician's office (left) has 
three cvhartreuse walls, the fourth being covered with gold leather 
panels. Walnut desks, gold chair, rest on green carpeting. 


COMMAND PERFORMANCE 


Crown Prince Olaf of Norway (right) is given a personal demon- 
stration of the new Ozamatic dry-print desk model duplicating 
machine, manufactured by the Ozalid Division of the General 
Analine & Film Corp., Johnson City, N. Y. The demonstration, 
held in Oslo, Norway's capital city, was the first public demonstra- 
tion in Europe of the new American-designed machine. Ozamatic 
was planned on the drawing boards of Raymond Loewy Associates, 
industrial designers. As the royal visitor looks on, Frederick Thrane, 
(left), Ozalid distributor for Norway, describes the device. Gentle- 
man in center is Rolf Ostbye, director of the “Microscope and 
Camera Exhibition" recently held in Oslo. The prince ordered a 
government trial of Ozamatic. Purchase order followed. 
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news-pictorial 


FOURTH ESTATE 
The editorial staff of the "Sac- 
ramento Bee.” 95 - year - old 
Central California newspaper, 
writes up the day's events in 
their new offices. These offices 
are part of a modern new 
building at 2Ist and Q@ Sts., 
Sacramento, which houses the 
Bee's publishing plant, execu- 
tive offices, and an affiliated 
broadcasting company. Stream- 
liner steel desks of the Globe- 
Wernicke Co., Cincinnati, were 
installed throughout the edi- 
torial offices. The Globe-Wer- 
nicke line also includes Techni- 
plan modular office furniture. 


DESK PARTITIONS 


as used here in offices of the 
Davison Chemical Corp., Balti- 
more, have saved the firm 17 
per cent in floor space over its 
former office layout. The 27 
desks and two typing tables in 
the area, that previously cc- 
cupied 1,875 square feet, now 
require only !,555 square feet 
of space. Filing cabinets (rear) 
stand in an area formerly used 
for desks. The partitions which 
permitted this consolidation of 
desk space, called ''four-in-one 
unitizers,"" are a product of the 
Kraus Co., Stevens Point, Wisc. 
Designed not only to reduce 
office traffic and congestion 
by freeing additional floor 
area, the unitizers permit em- 
ployees to work in semi-privacy 
as well, and with less distrac- 
tion. The unitizers also permit 
reductions in the number of 
telephones, wastebaskets, and 
guest chairs needed, Kraus 
says. Desk extensions, part of 
the set-up, add to work area. 


SECRETARY OF THE YEAR 

Miss Lois Anne Dryer of Buffalo, N. Y., named “Secre- 
tary of the Year" by 1,000 secretaries at the recent 
annual convention of the National Secretaries Asso- 
ciation in Washington, D. C., tests the Sheaffer desk 
pen set awarded to her in recognition of her title. 
She is secretary to a Buffalo stock broker. Sheaffer 
shorthand pens were awarded to the runners-up for the 
top secretary title, Miss Ruth de Bouver of Stamford, 
Conn., and Mrs. Mary P. Lenting of Kalamazoo, Mich. 
Home offices of the Sheaffer Co. are located in Fort 
Madison, lowa. 


YOUNGEST SALESMAN, OLDEST CLIENT 
Keith Drake (left), 26, newest and youngest salesman 
for SoundScriber Corp. receives the oldest protable 
model from Dr. Alfred Haas, oldest SoundScriber 
user, after the doctor made a trade-in transaction 
for the latest mode!. Dr. Haas, a noted surgeon, 
was founder and director of Haas Sanitarium in 
Munich, Germany, and has been associated with 
Misericordia Hospital, New York, since his immigra- 
tion to the United States. He has used his old 
SoundScriber dictating machine for the past twelve 
years to record lecture notes, case histories, exami- 
nation findings, and operative reports. 
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new tor the office 


mans 
5 


COPYFIX Ay 


—this photo-copying machine developed by Remington Rand Inc., 
315 Fourth Ave., New York—is designed to produce positive copies 
of any record 14 inches wide or less, regardless of type or color, in 
less than a minute. Darkroom facilities are not required. Developing, 
washing, fixing, or drying is not necessary either, its manufacturers 
say. No special installation is required they add—the machine 
operates after being plugged into any electrical circuit. To produce 
a copy, the record to be duplicated is exposed in the printer unit 
with a sheet of negative Copyfix paper. The negative sheet is then 
removed, combined with a positive one, and inserted in the Copy- steel allocation program, Berger can make only a specified number 
fix unit. In about 10 seconds, both sheets emerge from a slot in of lockers, to be sold only to customers authorized by the govern- 
the rear of the machine. The positive copy is then peeled from the ment. "However," Berger officials explained, “in recent weeks some 
negative, and is ready for use. Further information about Copyfix is lines of steel have become more available.’ Greater general pur- 
available by writing directly to Remington Rand. chase of Berger lockers should be possible soon, they believe. 


ASSEMBLY LINE 


Workmen at the Canton, O., plant of Republic Steel Corp.'s Berger 
Mfg. Div. assemble doors and frames of steel lockers after those 
parts have been spray-painted and dried. One paint-department 
worker wears a mask as protection against breathing the paint- 
laden atmosphere of his section. About 600,000 Berger lockers are 
« produced each year, according to Republic, with the largest per- 
centage of them consigned at present to the Atomic Energy Com- 
mission, the Navy, and defense plants. An air force order for lock- 
ers was completed recently, the company added. Under a strict 


RECORDING TAPE SLICER FIBRE WASTE BASKETS REACHING UP 


newly offered by Prestoseal Mfg. Corp., 
38-01 Queens Blvd., Long Island City, N. Y., 
is designed to produce, through heat and 
pressure, a firm diagonal weld requiring no 
scraping, adhesives, or loss of tape. Accord- 
ing to Prestoseal, a plastic weld, no thicker 
than the rest of the magnetic tape, is ob- 
tained in 4 or 5 seconds. 
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National Vulcanized Fibre Co., Maryland 
Ave. and Beech St., Wilmington, Del., an- 
mnounces a new square waste basket said 
to be resistant to cracks, dents, rust, or 
corrosion. The basket is designed to nestle 
against a wall, the side of a desk, or in the 
desk well. A companion rectangular basket 
is also available. 


to those high out-of-the-way office shelves 
should be eased with this new Cosco model 
G-4 step stool. The G-4 is made of semi- 
tubular steel construction, with chromium- 
plated legs. It retails for $12.95; $13.95 in 
Florida and western states. The Cosco line 
: <~ g by Hamilton Mfg. Co., Colum- 
us, Ind. 
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new for the office 


TWIN PACKAGING 


—a new innovation offered by Impress stencils— 
is designed to prevent deterioration of unused 
stencils. Twelve hermetically sealed envelopes 
in the 24-stencil quire each contain two stencils. 
Air cannot reach the remaining 22 if only two 
are needed immediately. Impress products are 
. manufactured by Print-O-Matic Co. Inc., Mer- 
chandise Mart, Chicago. 


7 
| 
i] 


TAGS AND LABELS 

can be imprinted with names and addresses by this machine at the rate of 430 
per minute, according to its manufacturer, American Tag Co., 150 Cortlandt St., 
Belleville, N. J, The machine, called the "American 400," is said to require no ink 
or ribbon. Copy to be imprinted is typed with any standard typewriter onto special 
carbon-like master sheets. These masters may be inserted individually into the 
machine, replacing out-dated names and addresses. A turn of a knob will set the 
device for either tag or label printing. The machine measures 14 x 10 x I! inches, 
and weighs approximately 45 pounds. 


FOR “EXTRA OFFICE SEATING SPACE 

Lyon Metal Products Inc., Aurora, Ill., offer this new 
steel indoor-outdoor chair. Suitable when an office 
must accommodate large gatherings, the chair is also 
adaptable for outdoor meetings, its manufacturers 
say. It features channel steel framing, and rubber 
feet designed to prevent slipping, or the marring of 
floors. Enamel finish available in walnut or taupe. 


“YOUR THREE MINUTES ARE UP" 


A new patented product that times and counts tele- 
phone calls has been introduced recently by Tele-Chek 
Inc., 37 W. 23rd St., New York. A hand-registering 
device, the Tele-Chek unit fits onto the phone, or 
can be kept alongside. It indicates how many calls 
have been made, and has a built-in timer at its side 
designed to give warning when a call is running over- 
time. Tele-Chek retails for $2.98. 


i 


SELF-SPRAY AEROSOL CANS FOR RETOUCHING OFFICE FURNITURE ALL-PURPOSE DESK 
Newest development in the art of blotting out unsightly scratches and worn spots 


Orna-Metal Products Co., 2412 S. Seventh St., St. 


on office furniture is this self-spray aerosol can which smoothly lays a coat of 


Louis, has introduced two new all-purpose utility 


wrinkle-finish plastic covering over the damaged area. It is a product of Plasti- desks—the Rocket and the Comet. Shown here i 
Kote Inc., 425 Lakeside Ave., Cleveland. According to the manufacturers, the the Comet, larger of the two. Its top ninennes 
new spray is particularly adaptable for refinishing work on typewriters, waste 28 x 42 inches; knee-room is 26 inches. Top mea- 
baskets, small cabinets, and the like. A specially-designed spray head screws surements of the Rocket are 24 x 38 inches, with 
onto the top of the can, turning it into a “spray gun." The head is interchange- 22 inches of knee space. Both are adjustable in. 
able on any Plastikote can. Pressure is pre-sealed in the container. height from 28 to 29'/2 inches. 
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NEW ADDRESSING KIT 

A new portable addressing kit—the Dupli-Kit—is offered together 
with a carrying case by the Heyer Corp., 1850 S. Kostner Ave., 
Chicago. Basic units in the Dupli-Kit are the printer and addresser. 
The printer accommodates a low-cost stencil on which messages 
or addresses are typed, written, or drawn. Automatically inked, 
it is designed to print envelope stuffers, shipping tags, price 
cards and the like. The addresser utilizes a roll of paper on which 
250 addresses can be typed. With one-hand motion, the address 
is “rolled on." Each roll can be used for 100 or more impressions, 
Heyer says. 


NEW EDGE-PUNCHING DEVICE 


developed by the Boeckeler Instrument Co., P. O. Box 181, Tucson, 
Ariz., permits its user to transform his present records to the 
“needlesort" type of filing. With this filing system, stacks of in- 
voices, checks, record cards, or other papers can be arranged for 
quick segregation of particular items—all invoices of a particular 
account, say, can be separated, or all checks bearing the same date. 
A special selector needle, run through the proper hole at the edge 
of all papers, will lift out the wanted items. Holes on the unwanted 
items are clipped open, permitting those papers to drop off the 
needle. With this instrument, existing records may be edge-punched 
directly—no transcription or additional purchases are necessary. 
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“NETWORK" DICTATION 
A system which permits dictation into a single re- 
corder from an unlimited number of desks is offered 
by Peirce Dictation Systems, 1328 Sharman Ave., 
Evanston, Ill. According to Peirce, this ‘network 
is especially tailored for offices having a large 
number of individuals who only dictate occasion- 
ally. No one can listen in or interrupt while the 
recorder is in use, the manufacturers say. Remote 
controls built into the dictating unit (above) en- 
able the user to play back his words, make correc- 
tions, and indicate the end of his letter. 


WHEN WELCOMING GUESTS 


to the office, nothing engenders a convivial atmosphere more than 
a refreshing drink, and maybe a snack. For keeping these ingre- 
dients fresh, cold, and handy, Servel, Inc. offers this new electric 
Wonderbar "refrigerette." With a capacity of nearly 2 cubic feet, 
the Wonderbar is equipped with two ice trays, and features a re 
movable plastic shelf and a door which opens from the top down, 
affording temporary serving space. The price: $149.50. Servel's 
home offices are at 119 Morton Ave., Evansville, Ind. 
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AUTOMATIC LINE FINDER NEW DRAFTING KIT 

eo The Standard Register Co., Albany and Campbell Sts., Dayton, O., has introduced A new draftsman's kit, which combines all 
= a new device called the Automatic Line Finder, said to enable the operator to space the necessary drafting instruments and ma- 
ork" vertically on a typewriter as quickly and easily as the tabulator stops do the job terials in an all-in-one carrying case, has 
nol horizontally. When working with a strip of continuous business forms, the typist pulls been introduced by Berger Scientific Sup- 
— on a lever, bringing the forms to a stop on predetermined lines. This eliminates plies Inc., 342 Madison Ave., New York. 
the the need for hitting the carriage return or winding the platen knob to advance Any of the eight types of drafting sets 
ns the forms to the next writing space. are supplied with the kit. 

en- 


TWO RECORDINGS, ONE TAPE 


A new tape recorder designed to receive two separate sound 

events on one tape, without actually mixing the sounds, is introduced 

by Magnetic Recording Industries, 30 Broad St., New York. The 
instrument, called the Synchrotone, permits both recordings to be 
made simultaneously, or separately. Each recording may be erased, 
corrected, changed in relative volume, or copied, without affecting 
the other, its manufacturers say, adding that each can be played 
back singly, or synchronously with the other. They point to con- 
ference recordings as a principal application of the Synchrotone. 
With this device, they say, conflicting voices can be separated for 
clearer audibility. For training and demonstration films, too, Syn- 
chrotone aids in the preparation of composite sound tracks. Two 
kinds are in production: 30- and 60-minute models. 


i] 


than NEW KEY-PUNCH DESK PORTABLE GUMMED TAPE DISPENSER 

a introduced by Duro Consolidated Inc., 8th Ave. A gummed tape dispenser that makes it possible to seal or re-seal cartons without 

- and Edison Way, Redwood City, Cal., features hauling them to the shipping room has been introduced by the Mid-States 

- four compartmental drawers offering over. 4 Gummed Paper Co., 2515 S. Damon St., Chicago. Called Roll-on-Sealer, the 

seat cubic feet of storage space. A two-fold pur- new device features a non-spilling water tank designed to permit it to operate 

vel pose is claimed for the unit by Duro: it provides in any position, including upside down. According to the manufacturers, the 
overnight storage space for work in progress, device rolls freshly moistened tape directly onto the carton. A twist of the wrist, 
and a place for the operator's belongings. they say, cuts the tape to exactly the right length after application. 
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COMBINATION LOCK 


cabinet, seen here fresh from the 
assembly line at the factory of 
Yawman & Erbe Mfg. Co., affords 
added protection against theft. 
The cabinet, one of Y&E's Empire 
line, features ball bearing cradle 
suspension drawers, and acetylene- 
welded construction. Yawman & 
Erbe maintain headquarters at 
1315 Jay St., Rochester, N. Y. 


MAXIMUM SURFACE— 
minimum-width—is the design fea- 
ture of this new wall table offered 
by the Myrtle Desk Co., High 
Point, N. C. It is planned espe- 
cially as a companion piece to a 
crowded desk. Named “Corre- 
spondence Center," it is available 
in two sizes: 18 x 48 inches, or 22 
x 58 inches. It is finished in either 
regular walnut or frosted walnut 
veneers. 


29,000 BANK CHECKS 

can be “filed” on a 100-foot roll of 16mm film 
with this Recordak Bantam microfilmer, accord- 
ing to its manufacturer, Recordak Corp., sub- 
sidiary of Eastman Kodak Co., Rochester, N. Y. 
The machine, through an arrangement of lenses 
and mirrors, has a 40-to-I reduction ratio, and 
is designed to handle 500 check-size documents 
per minute. In addition, three other reductions 
are available through interchangeable accessory 
lenses—19-, 24-, and 32-to-l. With the two 
higher reductions, 32- and 40-to-1, the “duo- 
method" of microfilming may be used. With 
this system, only half of the film—or 8mm— 
is exposed on the first run. The roll is then 
reversed and documents are recorded down 
the other side of the film. Recordak's other 
features include a feed arraggement whereby 
filmed records are stacked whe same side of 
the machine at which they are entered, and 
its 25 x 19 x 18 inch size, which permits desk- 
top operation. The cabinet is constructed of 
sheet steel, painted gray, and trimmed in 
chrome. The Bantam, with one lens kit, sells 
for $2,225, or rents for $43.50 per month. A 
model P-40 reflecting-type film reader, with 
@ magnification of 40 diameters, is included 
in both the rental and selling price. 


PEN AND INK SET 


A new office desk accessory, a 
plastic pen and ink set named 
the Beautirite, is manufactured 
by Paco Toledo Co., 3234 Syl- 
vania Ave., Toledo, O. The 
base, made of a plastic called 
Styron, is available in eight 
colors: coral, deep aqua, char- 
treuse, green, gray, .ivory, 
maroon, and yellow. 


OFFICE CLOTHES TREE 
featuring a shaft of I!/2 inch 
square steel tubing is intro- 
duced by Maso Steel Products, 
office equipment manufactur- 
ers, 81 W. Van Buren St., Chi- 
cago. The tree is weighted 
with a heavy base having a 21 
inch spread. It is topped b 
four double solid steel, ball 
tipped, unbreakable hooks. 

bk 
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Equipment 
Round-Up 


This month: desk lamps, office 
lighting fixtures, and visible 


index units 


Wakefield Brass Co. installation at Equity Savings and Loan Co., Cleveland 


THE EQUIPMENT described in this month’s Round- 
Up is, in most cases, readily available at present. Short- 
ages of steel and other materials have not been espe- 
cially severe so far, although many manufacturers fear 
that the full effects of the recent steel strike may not be 
felt for several months to come. 


Benjamin Electric Mfg. Co. offers the Grid-Lite lighting 
system employing 96-, 72-, or 48-inch T12 Slimline lamps. 
The system consists of a grid or network of steel channels 
spread over the entire ceiling. These channels carry the 
necessary wiring, and support translucent diffuser shields 
and the Slimline lamps. The result is that recommended 
foot-candle levels are given in an unobtrusive and effi- 
cient manner. 


Day-Brite Lighting, Inc., St. Louis, manufactures a 
complete line of office lighting fixtures including many 
types of recessed troffers, surface mounted and suspension 
mounted fluorescent and slimline units. The Day-Brite 
Luvex R, an eight foot unit for two 75-watt Slimline lamps, 
is illustrated. This all-metal fixture is die-formed from 
heavy gauge steel and is finished in hot-bonded super- 


Benjamin Electric’s Grid-Lite, showing its construction 
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white enamel throughout. Providing both direct and in- 
direct light, the Luvex is over 83 per cent efficient. These 
fixtures can be installed as individual units or in long, 
straight rows of continuous fixtures. 

“Today we know that glare in offices can be the chief 
cause of eye fatigue and, as a result, inaccurate workman- 
ship,” the company says. “All of Day-Brite’s office fixtures 
are designed not only for high efficiency but also for low 
brightness illumination,” 


Gotham Lighting Co. describes the new Gotham Pendant, 
“a form borrowed from the past, adapted to contemporary 
lighting,” available in nine designs engineered for ceiling 
or wall mounting. Pendant has catalog number 516, meas- 
ures 30 inches over-all length, and has its housings on a 
diameter of 18 inches. Price $80. 


Mitchell Mfg. Co. reports on its Mitchell Module, de- 
signed particularly for difficult installations caused by 
architectural and special office arrangements. The com- 
pany says that the Module is the first application of the 
modular, or exact unit of measurement, principle in fluores- 
cent lighting. Four different “building blocks” or basic 
units form the basis from which a limitless number of 
straight line and 90 degree patterns can be achieved. Basic 
unit of measurement of the Module is 16% inches square 
with every other unit being a multiple of that measure- 
ment. All types of light sources can be mixed in the in- 
stallations, since type F fluorescent lamps, slimline, circline 
and spot or floodlight units may be intermixed in one light- 
ing system. 

The four units which form the building blocks of the 
lighting system are: Module A, a 16%-inch square fixture 
utilizing four 14-watt T-12 15-inch lamps; Module B, also 
16% inches square but utilizing a 12-inch circline lamp 
centered by a spot or flood lamp; the Module C, 16% by 
4834 inches and using four 40-watt 48-inch lamps; and fi- 
nally, the Module D, 97% inches long and using four 75- 
watt slimline lamps. 

End and side pieces as well as the louvers of the 
units are one-piece injection-molded Polystyrene translucent 
white plastic. Frames and channels are sturdy 20-gauge 
steel. 


Sylvania Electric Products, Inc. identifies Model CL-242 
as the basic fixture of the Sylvania Trimline fluorescent 
light series. 

“These units have been engineered specifically to meet 
the most exacting requirements for lighting classrooms, 
offices and stores,” the company says. 

When mounted in continuous rows, they have the ap- 
pearance of being a single sweep of fixtures since the in- 
dividual units have been designed to join with scarcely any 
apparent break between fixtures. 

These fixtures are available in instant or standard start. 
Side panels are made of an attractive translucent plastic 
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Tools of the Office 


Sylvania Elec- 
tric Products’ 
fixture CL-242 


Westinghouse 
shallow ceil- 
ing Luminaire 


Ws 


Luvex R, pro- 
duct of Day- 
Brite Lighting 


that is extrusion molded assuring freedom from distortion, 
maximum transmission and true lamp color. Retail List 


Price of CL-242 is $31.31. 


F. W. Wakefield Brass Co. says its new Wakefield 
luminous-acoustical ceiling permits improved seeing and 
hearing in classrooms, offices and other areas devoted to 
critical visual tasks. It consists of slimline fluorescent 
lamps suspended from the structural ceiling slab, and thin 
translucent corrugated plastic sheets supported 18 inches 
below the lamps. Suspended below the plastic sheets are 
perforated acoustical baffles, trapezoidal in cross-section 
and filled with sound absorbing material. When reflectiv- 
ities of wall materials, colors, and furniture are coordinated, 
the ceiling gives low brightness ratios, excellent light dif- 
fusion and efficient sound absorption. Pipes and ducts are 


-concealed and the ceiling provides easy access for mainte- 


nance. A simple hanger rod and T-bar chassis arrange- 
ment gives efficient ceiling attachment and economical in- 
stallation. Various combinations of lamps can be used to 
obtain different levels of working illumination. Individual 
luminous-acoustical panels are also available. The cross- 
section of the structural sides of these panels is essentially 
the same as the trapezoidal acoustical baffle in the complete 
ceiling, assuring a substantial degree of acoustical control. 


The Cleveland Lighting Division of the Westinghouse 
Electric Corp. now has available a new ceiling design, the 
SC Shallow Ceiling Fluorescent Luminaire. The shallow 
depth of only 4% inches is an outstanding feature of this 
new design. Three selections in sizes are available: 4-, 
6-, or 8-foot lengths in 2- or 4-lamp units, for individual 
or continuous row mounting. The all-white baked-on enamel 
finish and the translucent polystyrene plastic side panels 
gives the SC distinctive styling to blend with any modern 
architectural design. The louver is hinged so that it may 
be lowered from either side of the unit. The plastic side 
panels are held secure by spring clips, and are easy to 
remove for cleaning purposes. These features make the 
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Photos taken before and after installation of Mitchell Co. 
Modules at the Genessee National Bank, Flint, Mich. 


SC an ideal unit for applications where recessed lighting 
is impractical because of limitations in the ceiling construc- 
tion or economic limitations. The plastic side panels pro- 
vide a semi-direct distribution with upward light on the 
ceiling. The SC is designed for flush ceiling mounting, 
with knock-outs provided, if suspension mounting is desired. 

In addition to the SC series, Westinghouse manufactures 
many other types of fluorescent and filament luminaires for 
general office lighting. 
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Desk Lamps 


Acme Lite Products Co. reports “Our E-Z Swinging 
Magic Arm lamps are mechanically calibrated and scien- 
tically engineered. Exactly-balanced mechanism permits 
easy adjustment to any position effortlessly. Each part is 
die-cast. A new Polymerin paint was developed for Acme 
Lamps exclusively for longer lasting, greater color reten- 
tion and abrasion resistant features. Can be used for office 
or factory. Besides the G model pictured, this style, priced 
at $18.70, can be secured in a streamlined heavy weighted 
base, or the draftsman model, used by draftsmen, archi- 
tects, etc., in either one or two tubes, in AC or DC cur- 
rent.” 


Art Specialty Co., Inc. makes the Flexo line of adjustable 
and fixed position fluorescent lamps. -Model 4303 is de- 
scribed as a 2-light unit for office desks, factory benches, 
laboratories, etc. Double arm extends 36 inches; voltage 
105-125, 60 cycle, AIC; finished in ovenfired statuary bronze 
or grey; has white porcelain reflectors; uses T8, 15 watt 
fluorescent tubes. This model costs $18.95 plus extra for 
the tubes in the lamp. A DC unit costs a little more. Art 
Specialty also makes the Flexarm lamps (2-light fluores- 
cent, gooseneck), and Litemaster (rigid type desk lamp for 
executives). 


Controlight Co., makers of a line of lamps of ultra 
modern design, says that Controlights are “scientifically de- 
signed lighting instruments that ... are new concepts based 
on an old idea . . . namely to achieve a large area low 
brightness lighting source whose characteristics would be 
such that high intensities of evenly diffused light could be 
provided without excessive background contrast or glare. 

“Controlights have achieved these characteristics by 
combining the new high intensity projector type lamps 
(concealed from view within ceramic housings) with a tilt- 
able reflecting disc of fiberglas,” the company says, adding 
that since the fiberglas has a certain degree of specularity, 
tilting the disc provides a measure of beam control. 


lamps (I. to r.) of Midwest Naturalite Co.; Lincoln Lighting Products Inc.; Mario Mfg. Co., and Dazor Mfg. Corp. 


of the Office 


ike 3 ate 
. 


Copy Right Mfg. Corp. says that its fluorescent desk 
lamp is specially designed for attaching directly to all front- 
vision, behind-the-typewriter automatic line-by-line copy 
holders. Takes one 15-watt fluorescent tube which gives 
ample illumination over the typewriter, copy work and both 
sides of the desk. Adjustable shade. Price of the lamp 
without the tube, to fit all 12-inch, 16-inch, and 20-inch 
width copyholders, $18; to fit copyholders that are 25 inches 
wide across the line-indicator blade, $20. Immediate de- 
livery. 


Dazor Mfg. Corp. says its lamp can be quickly and indi- 
vidually fitted, both to the user and to the job. A light 
touch will move the Dazor into any position; the reflector 
can be raised, lowered, pushed, pulled, turned or tilted— 
wherever stopped it stays put without tightening or locking. 

The Desk Model, UL-P-2324-16 pictured uses two T8 
15-W fluorescent tubes and operates on 110V-60C. The 
Eastern price, without tubes, is $31.75 (slightly higher in 
the West). Also available in four other base models: Uni- 
versal (clamp or screw-on type), Pedestal, Bracket and 
Business Machine in a choice of fluorescent or incandescent 
lighting. Standard finishes are brown or gray baked 
enamel. 


Industrial Lamp Corp.’s desk fixture 
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Tools of the Office 


Ever-Ready Co. model M-2000; Acme Lite Co. fixture 


Copy Right Corp. fixture; Controlite’s model 8002 


Eagle Electric Mfg. Corp. now has Model 578M lamp 
in a grained walnut bakelite shade with 12-inch gooseneck 
arm. New style heavy cast iron base holds lamp securely 
to desk and prevents toppling. Has pen and pencil grooves 
and two deep side grooves for pins and clips. 

Equipped with an approved turn knob socket, six feet of 
approved plastic cord and the new Eagle molded-on cap, 
this lantp is listed by Underwriters’ Laboratories. Price 
about $3. 


Emeralite Co. has Model 5299-5200 lamp, a swinging arm 
type with a special clamp for attaching to the Globe-Wer- 
nicke type of radius-top steel desk. This model is called 
the Daylite. Horizontal arm to front of shade is 24 inches 
long. Shade may be varied in height from 13 inches to 
18 inches. Price $29.50. 


Ever-Ready Electric Co. offers M-1000 and M-2000 fluo- 
rescent type lamps which look alike. The difference is that 
M-1000 has one 15-watt lamp while M-2000 takes two 15- 
watt lamps. In each case the lamp is made of heavy-gauge 
metal throughout, with a choice of brown, grey or ma- 
hogany finish over rust resisting Bonderite. Manually 
operated starter-switch. Polished brass ornaments on base 


Lamps (I. to r.) of the Swivelier Co. Inc.; General Lamps Mfg. Co., 
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are removable to permit installation of penholders, M-Il 
lists at $11.95; M-2000 at $17.50. Units packaged 
fluorescent tubes included in price. Immediate delivery, 


Faries Mfg. Co. reports that its DeLuxe model No, 2 
desk or table lamp is supplied with a 12-inch, 32-watt ¢; 
cline fluorescent tube. Swing arm permits shade to centep | 
directly over base to properly light a double desk or tajj 
or to extend 1034 inches in any direction to put the fy Rot 
amount of light where needed on a single desk or tabk 
The overall height is 17 inches; metal shade, 1334 inch 
diameter; heavy covered base, 8 inches diameter. The lam 
has an electroplated statuary bronze finish with brass trip) 
Retail price $53.50 each. Available for prompt shipmen 
Faries also produces other lamps, both fluorescent and jy. 
candescent, for use in offices by executives, enginee 
draftsman, etc. 


Lincoln 
s Offic 
ble incan 
shaped sp 


General Lamps Mfg. Corp. suggests that with “ single lar 


marked trend toward streamlining offices, the need for port 
able equipment such as desk lamps is being best answerej 
by lamps of a highly adjustable nature that adapt them 
selves to a variety of positions to suit the many and th ae" 
varied duties of office workers.” *y 51-65 

A new product of this company, Correspondent, is de 7, Tw 
signed to meet this need, General Lamps reports. The uni 
uses two standard incandescent tubular bulbs 40 watts each Marks 
An unusual feature of Correspondent is that while it ha 
the conventional base for a desk lamp, the lamp is equipped 
to be attached to a wall. The shade will turn in a circle 


Two models, 858 and 859, both with a grey finish anda} 
brass finish or Chinese red trim. 


Industrial Lamp Corp. says that an exclusive feature o 
the Director lamp is the horizontal swing of the shade a 
180 degree arc, permitting the use of light where needed 
Models with and without the clock are available for single 
or double 15-watt fluorescent tubes. Brown or grey baked 
enamel over bonderized metal assures a durable finish. 


Prices range from $13.95 to $22.95 list. Another lamps 
the 4900 line. Offered at list price of $8.95 for one 15-watt 
fluorescent tube and $14.95 for two 15-watt tubes, it is 
finished in the same durable manner as the Director. 
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Tools of the Office 


he fy! Rotodex Co.’s 
500-card Selec- 
table it 
inche tofile uni 
et a Index books (I. to r.) of Stationers Loose Leaf Co.; C. E. Sheppard Co.; 
S trim, Globe-Wernicke Co. 
ipment 
and inf ;. P - F ‘ 
, Lincoln Lighting Products, Inc., has a line of what it ee = 
= s Office Modernes which includes No. 205A, twin flex- Visible Index Un its 


ble incandescent lamps on a single base. Shades are cone- 
4 shaped spun metal. There are four models altogether, two 
“ingle lamp and two double. Price of 205A is $8.50. 


th Mario Mfg. Co. features leather based lamps. No. 40-5 has 
a cylindrical base in the form of simulated book bindings 
n genuine leather with a parchment shade. Retails for $27. 
‘0. 51-69 (pictured) has a fiberglass shade, and retails for 
“i817, Two weeks delivery applies in either case. 


it has Marks Mfg. Co. points to its No. 909 flexible arm desk 
uipped amp with permanently affixed shade that rotates in a com- 
circle prete 360 degree circle. The shade being permanently affixed 
light the socket eliminates threads — this feature makes it 
wistel possible to adjust the shade to any angle without in any 
and 0" placing strain on any part of the lamp. The Marks 
built flexible arm is sturdy and produced for long life. 

No. 909 has now been on the market for 15 months. 
Despite its slightly higher retail, it outsells other desk 


vat lamps of its type in the numerous stores throughout the 
‘ceded ountry that are stocking the number,” Marks reports. 
single 


bakeif Midwest Naturlite Co. offers the Midco line of desk and 
sh. floor lamps. Actually, Midco products might be said to be 
amp spcomposed of the 4900 and 4200 series desk lamps, and the 
5-wattg2000 and 1000 series adjustable-arm floor and desk lamps. 
. it spDimensions of the 4200 series lamps: height overall 1-tube 
r, model, 1434”, 2-tube model 15%”. Heavy gauge steel shade 
measures 1844” by 614” by 214”. Base (cast metal, counter 
lanced) 1034” by 534” by 234”. One-tube models weigh 13 
pounds; 2-tube models weigh 14%4 pounds. Price of this 
seties ranges from $20.50 to $26.25. 


Sight-Light Sales Division, M. G. Wheeler Co., Inc., says 
y Co that its Swivel Arm is available in polished solid brass and 
4304 fStin silver finishes, combined with approved decorator 
ap lors. Light turns complete 360 degrees on 15” arm. Wafer 
thin base, no obstruction on desk. Retail price $28.50. De- 
livery immediate. 


Swivelier Co., Inc., reports on its new Vogue-Lite line, 
tecently introduced, which has 26 models. All Vogue-Lites 
ate available in six modern, decorator colors, Pistachio 
Green, Tropical Rose, Sunflower Yellow, Mist Gray, Brass 
Glow and Silver Glow. They are made with the patented, 
spring-tension Swivelier socket which provides universal 
adjustability (90 degree vertical and 350 degree horizontal) 
and “Stays put at any angle”. In addition, two new varia- 
tons of this socket, the Wallite Swivel and the Swivomatic 
Joint have been developed. 

Vogue-Lites also feature Shur-Mount, a new, revolution- 
ay method of wall attachment which assures a more posi- 
te and secure attachment of the fixture and prevents chip- 
Ping or cracking of plaster. The illustrated Vogue-Lite 
(Cat. No. L1215) provides maximum adjustability for on- 
the-spot desk lighting and in addition is unusually decora- 
tive. It lists for $17.75 


1952 *Ptember, 1952 


Art Metal Construction Co. manufactures the Postindex 
Flat Book, a portable unit holding up to 320 visible records. 
The books may be used in unit groups with or without 
cabinets, or for individual desk work. 

All regular Postindex signaling methods may be used 
with the Flat Book. These methods include the attachment 
of assorted-color metal or plastic tabs to card edges, and 
the use of colored cards, offset signaling, and book-mark 
signaling. Record forms from 3 x 5 inches to 6 x 12 inches 
may be used. Standard-size card pockets in the Flat Book 
permit a simple transfer of already existing card installa- 
tions to the Postindex method. According to the manu- 
facturers, immediate shipment can be made. 


Business Efficiency Aids offers the Magne-Dex vertical 
filing system. Basic element of the system is a magnetized 
metal strip embedded into each record card at the time of 
manufacture. “These metal strips are approximately .003 
inches in thickness,” the company explains, “and, for all 
practical purposes, do not interfere in any way with the 
use of the card for writing, typing, or machine posting.” 
Through the mutually repellent force of the magnetic strips, 
cards in a Magne-Dex tray separate, and stand clear of one 
another, at any point of reference. According to the manu- 
facturer, this separation is sufficient to make the top line 
of each card visible to the user. 

Magne-Dex trays may be housed in a variety of units, 
including tub desks, card record desks, and vertical upright 
files. “All Magne-Dex equipment is built around the re- 
movable tray feature,” its manufacturers add. 


Diebold Inc.’s V-Dex unit is designed to hold vertical 
records open at a 40 degree angle—the angle is constant 
regardless of where the records are parted—exposing 2 
complete bank of records for quick reference and posting. 
“With V-Dex,” Diebold says, “the operator simply lifts the 
record, posts it, and drops it back in the file. For expansion, 
a separator from the rear of the file is lifted and inserted 
at the point where expansion is needed.” 

V-Dex can accommodate any type of record in a variety 
of sizes. Depending upon record size and stock, capacity 
can reach 3,920 records per unit. : 

Signaling on V-Dex records can be accomplished several 
ways. Color showing through a punched hole in the record 


Watson Mfg. Co.’s custom built Rol-Dex unit 
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Art Metal Co.’s Post Index model 5; 
Remington Rand Linedex 


indicates that action is required. When the form behind the 
hole is removed, the ensuing absence of color shows action 
has been taken. Celluloid signals, too, placed on any of the 
record’s three upper margins, can call attention to low 
stocks, for example, or production delays, the need for fol- 
low-ups, re-orders, and the like. Use of differently colored 
forms permits “flash control” of fast-moving items, special 
handling, or faster re-orders. 

Visible margins on the records themselves provide space 
for posting vital information. “Out cards” on both ends 
of the record afford protection against missing cards and 
misfiling. 

Retail price of the V-Dex tray is $78.50. Stands on 
casters retail for $24.95. Delivery in 3 weeks. 


Ferris Business Equipment Inc. offers a_ rotary file fea- 
turing removable baskets in balanced trays. The file, which 
can be easily rotated in either direction, has a capacity for 
13,000 cards, although it occupies just 3 square feet of floor 
space. 

New features of 
the tray wheel in 
trays are removed. 
ing shelf, permits 


the file include a hand brake which locks 
any desired position, even after several 
An additional feature, an attached post- 
posting at the file. It folds out of the 
way when not in use. A compression follower block for 
tabulating cards is another new feature. 

Constructed of heavy steel, the cabinet is mounted on 
casters, and has a locking slide cover which protects rec- 
ords when the unit is not in use. 


Globe-Wernicke Co. manufactures a visible record cab- 
inet available with 6, 12, or 24 drawers, and in a choice of 
widths for all standard size cards. Equipped with automatic 
locks, the units come in gray, green, grained mahogany, 
and grained walnut finishes. 

The cabinets may be used singly, or in battery arrange- 
ments. When multiple units are assembled vertically or 
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L. to r.: Victor Safe Co.’s sectional visible; Ferris Inc.’s rotary file; 
Diebold Inc.’s V-Dex, and Simpla Research & Mfg. Co.’s Simplafind 
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Vue-Fax Corp.’s posting file 


horizontally, they are said to appear as a solid unit of con 
struction. Intermembering strips on top of the cabinets 
are designed to hold them rigid and in perfect alignment. 

Trays are interchangeable, permitting easy expansion oj 
records. All trays feature Globe-Wernicke’s special card 
holders, which permit cards to be quickly snapped into 
place. Cards are removed by sliding them to the left o 
right until they are free from the holder. The hoider 
themselves may be removed by turning them at an angle, 
thus freeing them from the side channels of the tray. 


National Blank Book Co. offers a series of visible record 
binders. In all, the company manufactures 32 different types 
of binder, ranging from styles with %-inch capacity rings, 
to 2-inch capacity models. 

The accompanying illustration shows National Blank 
Book’s Roliomatic visible unit with six visible binders set 
into two slide racks on a slide base. With this unit, the 
binders are rolled into position by the operator, eliminating 
the need for lifting heavy books. According to the man 
facturer, more than 9,200 records may be housed in one 
Rollomatic visible system. 


Remington Rand Inc.’s Linedex unit consists of a serits 
of steel index frames hung on a rotary desk stand. Each 
frame carries a large legible index tab; a flip of the finger 
will bring any desired frame into reading position. 

“Linedex requires no elaborate handiing routine,” Ren 
ington Rand points out. “Each frame is equipped witha 
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Tools of the Office 


Business Efficiency Aids’ 

Magnedex; National Blank 

Book Rollomatic unit, and 

Visi Record Inc.’s model 
LT2 


flange on either side of its face. After necessary informa- 
tion has been typed on the Linedex inserts, they are separ- 
ated and installed in alphabetic or numeric order by flexing Flat-Rite does not have rings as most conventional bind- 
the strips and inserting the tips beneath the flanges. So ers do. It has, instead, prongs arranged in side-by-side 
little space is required for each insert that a great volume pairs. Each prong extends in an arc past the tip of its 
of information can be concentrated in an unusually small partner, thereby permitting the sheets, which have a per- 
area.” forated inner edge, to be freely turned back and forth. 

The manufacturers add that Linedex is adaptable for in- Features of the Flat-Rite include the “automatic shift,” 
dexing account numbers, cost records, credit authorizations, which separates the prongs for insertion or removal of 
rates, telephone numbers, and for similar applications. sheets. The shift is designed for one-hand operation. Addi- 
tional features consist of a shift lock which prevents shift- 
ing when not wanted; label holders that are visible with the 
binder open or closed, and rubber-cushioned hinges for 
desk-top protection. 

Prices of the binder alone range from $33 to $61, depend- 
ing upon the cover material and size. Record sheets—plain, 
with A-Z index tabs, or celluloid tabs—are additional. 


opened, its manufacturers say, firmly supporting the book 
so that it will not wobble when used. | 


Rotodex Co. offers the Selectofile spinning card file which 
occupies less desk space than a telephone, but carries 500 
32x 24% inch cards. Each card is said to be completely 
visible on both sides without removal irom the file, yet 
f con§ cards may be quickly removed for writing, typing, or 
binets§ discard. 
ment, Cards are available in plain white or from a selection of 
ion off fifteen different forms. Some of the form selections include: 
| cari salesmens’ prospect cards, real estate listings, credit infor- 
1 into mation, purchase and stock records, perpetual inventory 
eft orf records, time payment records, general information cards, 
oidersf and others. 
angle § The Selectofile stand, constructed of baked enamel heavy- 


gauge steel, may be fastened to the wall if desired. The file TI t its bef desk-level 39-inch workshelf 
sells for $5.75 complete with 500 blank cards, or for $7.85 aa rap 2 Pigg a pater og eg ee peng ng aang 


record th 500 printed f : Behind the shelf, and even with it, is one of the ten Simpla- 
“| Neal leans card forms. find record trays, which is attached with the others to an 
rings, endless chain that rotates within the machine. At the top of 
the unit stretches a row of ten buttons which controls the 
Simplatind mechanism. Touching a particular button brings 


Simpla Research & Mfg. Co. Inc. offers Simplafind—an 
automatic rotary-tray card finding system housed in a spec- 
ial desk-size machine. Occupying about 12 square feet of 
floor space, the Simplafind is capable of holding more than 
100,000 small-size cards, 82,000 tabulating cards, and also 
ledger sheets, address plates, microfilm, and so on. 


C. E. Sheppard Co. manufactures the Flat-Rite visible 
Blank binder, a looseleaf book designed to lay 20 per cent closer 
tothe desk surface and present a flatter writing surface. The 


rs sete. : a particular tray of records before the operator in an aver- 
t the “me of the binder rests on a perfectly flat base when age time of 3 seconds. The tray-carrying cradles rotate for- 
ating ward or backward, which ever is quicker when a — 
nanv tray is wanted. Trays can be removed from the cradles— 
1 one Addenda and Errata only gravity holds them in place. 
Emeco Corp., Hanover, Pa., was inadvertently For the convenience of workers who step to the Simpla- 
P omitted from the July Equipment Round-Up cover- find for an occasional reference, a special hand switch is 
sere ing secretarial posture chairs. Emeco manufactures provided by which they may select the height at which their 
Each an aluminum chair that features card is delivered. 
hnger ’ “feather touch” control in its 
swivel base. Additional features Stationers Loose Leaf Co., manufacturers of Faultless 
Rew consist of a two-way adjustable loose leaf books, say of their product: “Flat writing sur- 
Lala back support, and upholstery of face is a feature of Faultless type ‘A’ visible record binders 
either plastic-coated or popular since its mechanism is ring style, which permits the sheets 
woven fabrics in selected colors. to lie entirely flat. The ring mechanism opens by a sliding 
’ Dimensions of the chair are: separation of the rings, so that the sheets are undisturbed 
width of seat, 1554 inches; height even in a fully loaded binder. Insertion or removal of any 
: of back from chair, 12 to 1534 sheet is accomplished by means of the automatic shift, 
2 inches; width of base, 24% which quickly opens or closes a space at any point in a 
inches; depth of seat, 14% inch- bank of sheets. Wear at the punched holes is minimized 
i es. The shipping weight is 34 by the built-in metal sheet lifter, which carries the weight 
pounds. of the sheets easily up over the arch of the rings as the 
> Emeco Chair binder closes, without resistance of friction or drag. The 
Due to a transposition of binder is portable, compact, and provides for speed in ref- 
Names in the July “Tools” feature, a secretarial pos- erence and in posting. It is available for prompt delivery.” 
ture chair manufactured by Remington Rand Inc. 
was identified as a product of the Harter Corp., and Victor Safe & Equipment Co. Inc.’s sectional visible rec- 
vice versa. ord keeping system can be bought a tray at a time—as a 
business and its records grow, more sections may be added. 
In the July Manufacturers List, National Business The sections are designed to stack rigidly to any height, 
: Systems Co. was classified as a stapler manufacturer. Victor says, pointing to a special interlock feature which 
i Actually, the firm produces business systems, forms, holds individual segments in one unit. 
“e and record books. The Victor system features signaling based on color and 
(To page 92; Mfrs. List, next page) 
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OFFICE LIGHTING FIXTURES 


Benjamin Electric Mfg. Co. 
Department TE, Des Plaines, Ill. 
Bright Light Reflector Co 
Bridgeport, Conn. 
Corning Glass Works 
Corning, N. Y. 
Curtis Lighting, Inc. 
6135 W. 65th St., Chicago 
Day-Brite Lighting Co., Inc. 
5411 Bulwer Ave., St. Louis 
Dazor Mfg. Corp. 
4485 Duncan Ave., St. Louis 
Electron Corp. 
5100 So. Santa Fe, Littleton, Colo. 
Ender Mfg. Corp. 
260 West St., New York 
Fairmont Lamp Mfg. Co. 
2021-53 Naudain St., Philadelphia 
Frink Corp. 


2701 Bridge Plaza, Long Island City, N. Y. 


Garden City Plating & Mfg. Co. 

1706 N. Ashland Ave., Chicago 
Gill Glass & Fixture Co. 

Tioga & Aglow Ave., Philadelphia 
Globe Lighting Products Co. 

16 E. 40th St., New York 
Gotham Lighting Corp. 

37-01 31st St., Long Island City, N. Y. 
Gruber Brothers 

125 S. First St., Brooklyn, N. Y. 
Edwin F. Guth Co. 

2615 Washington Blvd., St. Louis 
Holdenline Co. 

2287 Scranton Rd., Cleveland 
Holophane Co., Inc. 

342 Madison Ave., New York 
Kolite Corp. 

1007 State St., Schenectady, N. Y. 

Leader Electric Co. 

3500 North Kedzie Ave., Chicago 
Lighting Products, Inc. 

2259 W. Park Ave., Highland Park, Ill. 
Lightolier, Inc. 


346 Claremont Ave., Jersey City, N. J. 


Lite Control Corp. 

36 Pleasant St., Watertown, Mass. 
The Miller Co. 

39 Center St., Meriden, Conn. 
Mitchell Mfg. Co. 

2525 N. Clybourn St., Chicago 
Silvray Lighting Inc. 

1270 Sixth Ave., New York 
Sunbeam Lighting Co. 

777 E. 14th Pl., Los Angeles 
Sylvania Electric Products, Inc. 

1740 Broadway, New York 
Vision Aids, Inc. 

R.K.O. Bldg., Radio City, New York 
The F. W. Wakefield Brass Co. 

731 S. Water St., Vermilion, Ohio 
Westinghouse Electric Corp. 

Ist National Bank, Pittsburgh 


DESK LAMPS 


Almac Plastics 

230 Fifth Ave., New York 
Acme Lite Products Co. 

350 E. 182nd St., New York 
Arel, Inc. 

4916 Shaw Ave., St. Louis 
Bainbridge, Kimpton & Haupt 

218 Greenwich St., New York 
Controlight Co. 

4047 Lincoln Blvd., Venice, Calif. 
Copy Right Mfg. Corp. 

53 Park Place, New York 
Courtcraft Mfg. Co. 

P. O. Box 30, Cranford, N. J. 
Dodge, Inc. 

401 E. Sixth St. Los Angeles 
Eagle Electric Mfg. Co., Inc. 

23-10 Bridge Plaza a £8; 2on TE: Y. 
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Manufacturers’ List 


- Electro Mfg. Co. 


2000 W. Fulton St., Chicago 
Emeralite Co. 
38-40-42 Warren St., New York 
Ever Ready Electric Co. 
1214-1222 W. Madison Ave., Chicago 
Faries Mfg. Co. 
1036 E. Grand Ave., Decatur, Ill. 
Flexo International Corp. 
3245 W. Lake, Chicago 
Fostoria Pressed Steel Corp. 
Fostoria, Ohio 
Franklin Metal Products Co. 
1500-02 S. Wabash Ave., Chicago 
General Lamps, Inc. 
Elwood, Ind. 
General Lighting Co. 
1527 Charlotte St., New York 
Gordon-Draftsmen Supply Co. 
187 W. Madison St., Chicago 
Industrial Lamp Corp. 
14th & Blaine, Elkhart, Ind. 
Laurel Lamp Mfg. Co. 
212 Fifth Ave., New York 
The Lehrolite, Inc. 
53 Parker St., Wallingford, Conn. 
Lincoln Lighting Products, Inc. 
311 N. Desplaines, Chicago 
Lustra Corp. of America 
36 Washington St., Brooklyn, N. Y. 
Mario Mfg. Co. 
390 Fourth Ave., New York 
Ritcher Metalcraft Corp. 
160 E. First St., Mt. Vernon, N. Y. 
Sainberg & Co., Inc. 
37 W. 26th St., New. York 
Serolite Corp. 
11 White St., New York 
Smith Metal Arts Co., Inc. 
1721 Elmwood Ave., Buffalo, N. Y. 
Swivelier Co., Inc. 
30 Irving Place, New York 
Van Dyke Industries 
2559 W. 2Ist St., Chicago 
Versen Co. 
4 Slocum Ave., Englewood, N. J. 
M. G. Wheeler Co., 
Greenwich, Conn. 
World Mfg. Co. 
132 W. 2Ist St., New York 


VISIBLE INDEX UNITS 


Acme Visible Records, Inc. 

122 S. Michigan Ave., Chicago 
Albany Novelty Mfg. Co. 

107 W. Canton St., Boston 
Art Metal Construction Co. 

Jamestown, N. Y. 
Harry K. Ashley, Mfrs. 

2305 Cherry St., San Leandro, Calif. 
Boorum & Pease Co 

84 Hudson Ave., Brooklyn, N. Y. 
Business Efficiency Aids 

7916 Lincoln Ave., Skokie, Ill. 
Daco Card & Index Co. 

301 Congress St., Boston 
Diebold, Inc. 

Canton, Ohio 
Elbe File & Binder Co., Inc. 

649 Alden St., Fall River, Mass. 
Fandex, Inc. 

126 Liberty St., New York 
Ferris Business Equipment 


244 Great Meadows Rd., Stratford, Conn. 


Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 
Globe-Wernicke Co. 

Cincinnati, Ohio 
Heineman Office Equipment Co. 

4.N. 8th St., St. Louis 
Herring-Hall-Marvin Safe Co. 

1550 Grand Blvd., Hamilton, Ohio 
Kinetic Novelty Co., Inc. 

516 W. 34th St., New York 


OFFICE MANAGEMENT AND EQUIPMENT 


Inc., Sight Light Div. 


Marks Mfg. Co. 

700 N. Carpenter St., Chicago 
Master Products Mfg. Co. 

3480 E. 14th St., Los Angeles 
Mastercraft Corp., Div. Shaw-Walker 

831-903 Cobb Ave., Kalamazoo, Mich, 
Mayfair Co., The 

315 N. Desplaines St., Chicago 
McMillan Book Co. 

701 Genessee St., Syracuse, N. Y, 
Midwest Naturlite Co. 

228 W. Kinzie, Chicago 

(To page 59) 


Tools Schedule 


OCTOBER 


File cabinets and transfer files, 


NOVEMBER 
Executive desks and supply cabinets, 


DECEMBER 
Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 


devices. 


FEBRUARY 
Typewriters, copy holders, time record 
ers, wardrobes and lockers. 

MARCH 


Duplicating machines—all types. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 


Mailroom equipment and machines, 
and addressing equipment and floor 
coverings. 


JUNE 


Bookkeeping machines, payroll ma 
chines and systems, intercommunica 
tion equipment. 


JULY 
Staplers, numbering machines, and 
secretarial posture chairs. 


AUGUST 


Adding and calculating machines, mi 
crofilm equipment, and dictating ma 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures 
and visible index units. 


September, 19589 
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10 DRAWER 
STEEL UNITS 


* 
16,000 Card 
Capacity 
e 


Built To Last 
A Lifetime 


Electrically welded. Stacking feature for additional draw- 
ers. Olive green and Cole gray baked enamel. 


No. Card Height Width Depth Price 
10335 3x5 40%” 12%" 16” $41.50 
10346 4x6 45%" 14%" 16” 46.00 
10358 5x8 505%” 18%” 16” 58.00 
10369 6x9 555%” 20%” 16” 70.00 


With locks $2.10 extra per drawer. 


No. 2712 
LETTER-SIZE 


No. 66 


DRAWER PARTITIONS 
PRICE ...85¢ PER SET 
Order by Number 


Lock for all drawers...$10.00 additional 


MULTI-DRAWER CABINET. Contains 27 drawers (let- 
ter-size ). Ideal for office forms, printed matter, photo- 
graphs, etc. Green or Cole gray baked enamel finish. 
Outside dimensions . . 37%” high, 30” wide, 13%” deep. 
Inside drawer dimensions. .3¥2” high, 9” wide, 12” deep. 
LEGAL SIZE No. 2716 * 
with 16“ deep drawers instead of 12” drawers...$49.95 


y higher in Texa Colorado and West of tt 


sgi0 


The above file equipped with a combination 
dial lock (only YOU know the combination). 


No. 1200Y Letter Size........ $1450 
No. 1500Y Legal Size... 91525 


LETTER FILE. Made of heavy gauge furniture steel, 
electrically welded throughout. Smooth gliding ball- 
bearing rollers for easy action even when heavily 
loaded. Extra heavy formed reinforced channels run 
full length of case inside. Olive green finish. 


Width Height Depth Price 
No. 1200 Letter Size... 14” 12%” 245%” $9.50 
No. 1500 Legal Size... 17" 12%" 2458" 10.25 


PORTABLE FILE. Keep your private papers really pri- 
vate. A compartment with lift cover under lock and key 
for current records and visable data, plus a ball-bearing 
suspension filing drawer for other records. 4 swivel 
castors and 2 spring compressors. walnut, mahogany, 


No. Green or Groy knotty pine finish 
854—30'4" High, Letter Size.................... $44.95 $53.95 
858—30'2" High, Legal Size................... $54.95 63.95 


Additional lock for lower drawer odd $2.50 


EQUIPMENT COMPAN 


COLE STEE ; , 
jf = 285 Madison Avenue, = = New York 17, N 
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Top index drawer can als« 
be used for cancelled checks. 


| COLE STEEL EQUIPMENT CO..INC..985 MADISON AVE NEW vapy 17 wy i 
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SAVES TIME... All your records at your finger tips 
SAVES MONEY... Prevents pilfering of supplies and tools 


REALLY PRIVATE... Concealed vault safeguards your valuables 
The “MERCHANTS” File The“EXECUTIVE’ File 
: es Two ball-bearing letter 
A heavy gauge steel cabinet containing two files. Two porate Me com- 
ball-bearing letter files, index drawer for pomnan, wither Sam enn 4 
key, two index drawers for ; 
3x5 or 4x6 cards (3200 cap.); 2 adjustable 3x5 or 4x6 cards (6400 ca- 
———— pacity). 3712" high, 302” 
compartments under lock and key; steel wide, 17%" deep. Olive 
P ‘ green or Cole gray, baked 
safety vault with large vault size dial lock cheat Geld. 
(only YOU know the combination). No. 1478 .....559.95 
With plunger-type lock which 
" 7 " tomatically locks all draw- 
32” high, 30%” wide, 17%” deep. Olive ers. No. 1478PL .....$69.8! 
green or Cole gray, baked enamel finish. 
No. 1370 The “DIRECTOR’ File 
g Similar to above except in- 
— stead of the card drawers 
a third letter size filing 
drawer has been added. 
No. 1473 ..... $53.95 — 
With plunger lock which automatically locks be above with ger we — 
that automatically locks all P 
all drawers. No. 1370PL......... $59.85 drawers. be. 147371. $63.85 S 4,4 
Grained walnut, mahogany or knotty pine finish$1 2.50 additional. — / * 
ces siig y nigner in Texas, Colorado and West of the Rockie Vm ; ; 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST : 
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Manufacturers List 
(From page 54) 

Miracle Age Lighting Co. 

56 So. Raymond Ave., Pasadena, Calif. 
Mutual Sunset Lamp Mfg. Co. 

540 Empire State Bldg., New York 
National Blank Book Co. 

Holyoke, Mass. 
Nebraska Salesbook Co. 

j000-44 N. 2Ist. St., Lincoln, Nebr. 
Palley Mfg. Co. 

69 Mechanic St., Worcester, Mass. 

ington Rand, Inc. 

315 Fourth Ave., New York 
Revofile Sales Co. 

{i Park Place, New York 
fol-Dex Div.. Watson Mfg. Co. 

Jamestown, N. Y. 
Ross-Gould Co. 

309 N. 10th St., St. Louis 
Rotodex Co. 

3005 Elm St., Dallas 
CE Sheppard Co. 

M401 2\st St., Long Island City, N. Y. 
Simpla Research & Mfg. Co., Inc. 

425 Fourth Ave., New York 
Sationers Loose Leaf Co. 

524 N. Broadway, Milwaukee, Wis. 
the Victor Safe & Equipment Co., Inc. 

315 Fourth Ave., New York 
Visi Record, Inc. 

Copiague, Long Island, N. Y. 
Yue-Fax Corp. 

90 Gold St., New York 
Wheeldex Mfg. Co. 

40 Bank St., White Plains, N. Y. 
Wilson-Jones Co. 

3300 Franklin Blvd., Chicago 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester, N. Y. 
lophyr American Corp. 

95 Morton St., New York 


College Honors Bank for 
Aiding Work-Study Education 


The National City Bank of New 
York was recently awarded a certificate 
of recognition by Antioch College, 
Yellow Springs, O., for its contribution 
to the education of Antioch students. 
The bank was cited as one of the first 
Eastern firms to employ Antioch stu- 
dents as part of a co-operative study- 
plus work education plan for all under- 
graduates of this liberal arts college. 

A. Eugene Adams, assistant control- 
ler for National City; accepted the cita- 
tion during recent ceremonies at the 
college. 


¢. E. Introduces ‘Rapid Start’ 
Fluorescent Lamp 


A new type of fluorescent lamp,.a-40: 
watt tabe named “Rapid Start,’ has 
been introduced by the General Elec- 
tric Co. Intended only for new lighting 
systems, the lamps are designed to 
light one second after being turned on 
and, according to G. E., will not. blink 
eal at any time throughout their 

es. 

“Rapid Start” lamps differ from con- 
ventional “preheat” fluorescent tubes 
m their use of triple-coiled cathodes— 
that element which conducts current 
from the wires to the gas—and in their 
se of a water-repellent coating de- 
signed to provide reliable starting un- 
der high-humidity conditions. 

The new lamps need no starters, and 


meell for $1.10 each. 
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JS. designing continuous business forms, originality may 
or may not be an advantage. You spend hours—maybe 
days—of hard work, laying out a form that meets your 
requirements. Then you find that an excellent form for 
the same purpose has already been created by someone 
else. The duplication of effort has cost you plenty! 


Before you start a job like that, say to yourself: “I 
wonder whether somebody else has worked out a form 
like this. Maybe I’d better look around first.” 


A good place to begin is our Forms Library, containing 
thousands of continuous forms designed for every con- 
ceivable purpose. The number of man-hours of planning 
represented here is incalculable. This clearing house of 
ideas is at your service, without obligation. 


Just mail the coupon, telling us the kind of forms to be 
designed, nature of your business, and machines used. 
We will gladly prepare a folder containing typical sam- 


ples used by other firms. 


BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
211 7th Street, Hoboken, New Jersey 


UTOORAPHIC REGISTER COMPANY | 


AUTOGRAPHIC REGISTER COMPANY 


Hoboken, New Jersey 
We would like to receive a folder of sample continuous 
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PEOPLE IN THE NEWS 


General of the Army Douglas Mac- 


Arthur last month became chairman 
of the board for Remington Rand Inc. 
He will retain his military rank on a 
non-assignment basis, company offi- 
cials indicated, and will continue to 
receive his annual $19,548 Army pay 
and allowances. He will also be able 
to keep his three Army aides. Until 
the 73-year-old former Far East Su- 
preme Commander accepted Reming- 
ton Rand’s chairmanship, that post 
had been held by James R. Rand, pres- 
ident of the corporation. 


John W. Isbister was recently ap- 
pointed commercial check sales man- 
ager for the Todd Co., Inc., Roches- 
ter, N. Y. He will be responsible for 


analyzing busjness disbursement pro- 
cedures from an efficiency standpoint, 
and for recommending remedial meas- 
ures where needed. Mr. Isbister was 
associated with the radio division of 
Sylvania Electric Products Inc. before 
joining Todd. 


Carl T. Blumenschein has been ap- 
pointed purchasing agent of the Gen- 
eral Fireproofing Co. J. L. Mills, 
director of purchases, announced re- 
cently. 

Mr. Blumenschein joined the com- 
pany after his graduation from Ohio 
State University in 1940. He was 
transferred to the purchasing depart- 
ment in 1950. 


Henry J. Lindsay was recently 
named manager of Justowriter Div., 
Commercial Controls Corp. He will 


The modern freeway eliminates stop-and-start and gets you there the fastest. 


@ MARCHANT, the world’s fastest calculator, completely eliminates the stop-and- 
start shock-and-jar common to other calculators by using smooth-running 
gears, continuously meshed from motor to dials throughout the calculation. 
No noisy engaging and letting go of gears “on the fly.” 


@ And cost-conscious executives have learned that 


this exclusive quiet-flowing mechanism 
naturally gives MARCHANT longest life— 
hence, lowest operating cost. 

The speed and silence of a MARCHANT— 
as well as the volume of its figurework 
—are unequalled. 


@ MARCHANTS are universally 
endorsed by management for their 
volume of figure production... 
preferred by operators for their 
ease and simplicity of operation. 


MARCHANT sauces en 


MODEL EFA 


The MARCHANT MAN in your phone book 
will be happy to demonstrate 

these features on your own work. 

Call him or mail the coupon. 


MARCHANT CALCULATORS, INC. 


CAKLAND 8, CALIFORNIA E-9 : 
J 
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direct the development and sales pro. 
motion of his company’s cold typ 
composing machine. The announce 
ment was made by Charles R. Ogs. 
bury, president. 


Alvin J. Doughty has been appointeg 


manager of Burroughs Adding Mg 
chine Co.’s Fort Wayne, Ind., branch Be 


W. E. Morgan, gen- 
eral sales manager, 
announced recently. 
He replaces R. E. 
Grimmer, former 
Fort Wayne branch 
manager who died 
early this year. Mr. § 
Doughty comes to 
Fort Wayne from 
Cleveland, where he 
has been zone sales A, J. Doughty 
manager since 1949. 

Mr. Doughty began his career a 
Burroughs in 1928 as a salesman in the 
Cleveland branch. He was on the sale 
staff there until 1930. 


David W. Haynes was recently ap. 
pointed distributor for SoundScriber 
Corp. in the Proy- 
dence, R. L, area 
His appointment was 
announced by R. W, 
Davidson, vice-pres- 
ident and genera! 
sales manager of 
SoundScriber. 

Mr. Haynes’ . area 
includes the cities of 
, Woonsocket,  Paw- 
D. W. Haynes tucket, Cranston, 
Warwick, Newport, 
and Westerly. The company name 
under which he will operate is Souné- 
Scriber of Rhode Island Inc. 

Before joining SoundScriber, Mr. 
Haynes was associated with the Na 
tional Cash Register Co. in New York 


D. C. Shaw III, formerly assistant 
secretary of the Rust Engineering Co, 
Pittsburgh, has been promoted to set 
retary, according to 
an announcement by 
S. M. Rust Jr., com- 
pany president. 

The announcement 
also included the 
promotions of John 
W. Clark to assis- 
tant secretary of 
Rust ‘in Birming- 
ham, Ala., and A, J. 
Jacobs to assistant D.C. Shaw Ill 
secretary of the 
company in Pittsburgh. 

Mr. Shaw joined Rust’s tax and 
legal department in 1941 after being 
admitted to the Bar in Allegheny 
County, and was named assistant sec 
retary in 1946 shortly after his returm 
from 3% years’ service with the Ait 
Force in World War II. Mr. Clark 
also started with Rust in its Pitts 
burgh tax and legal department. In 
1950 he was transferred to the Bit 
mingham. office where he was assistant 
purchasing agent. Mr. Jacobs has been 
with the firm since .1951, 
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ASSOCIATION NEWS 


James Thomson, methods consultant 
fU. S. Steel Co., Pittsburgh, was 
eently elected national president of 
he Systems and 
edures Associa- 
of America. Mr. 
Thomson, prior to 
Bssuming his pres- 
eat position with 
vy. S. Steel, had 
seved in the steel 
industry as an indus- 
trial engineer, and 
held supervisory 
positions in fields of J. Thomson 
cost analysis, statis- 

tics, cost planning, and procedures. 

He has been active in SPA’s- Pitts- 
burgh chapter, and served as its first 
sesident in 1947. He is also a mem- 
per of the Office Management Asso- 
dation of Pittsburgh, and is  vice- 
president, Pittsburgh chapter, Na- 
tional Association of Cost Account- 
ants. 

Other newly-elected national officers 
of SPA include: John W. Haslett 
(Shell Oil Co.) vice-president; John 
R Crowley (U.S. Gypsum Co.) sec- 
retary, and Elmer E. Klein (Gulf Oil 
Corp.) treasurer. 

The Association will hold its fifth 


-@annual international systems meeting 


next month. Among the subjects to 
be considered on October 20, the first 


Bday, will be: “Tomorrow’s Quality 


Standards for Office Work,” “The 
How and Why of Measuring Clerical 
Work,” and “Controlling Usage of 
Punch Card Machines.” 

On the second day, October 21, 
members will discuss: “A Practical 
Approach to Work Simplification,” 
‘Training Systems People,” “A Key 
to Simplified Filing,” and related mat- 
ters. The last day will feature talks 
on: “Setting Up a Model Systems 
Department,” “Selling the Completed 
Project,” and “Systems and Proce- 
dures in the Control of Fraud.” 


John F. Snedeker, purchasing agent 
for Binney & Smith, has been elected 
president of the Purchasing Agents As- 
sociation of New York. New vice- 
presidents include M. D. MacBurney, 
Barrett Div., Allied Chemical & Dye 
Corp, and S. W. MacKenzie, U. S. 
Rubber Co. W. H. Old, American 
Brake Shoe Co., and E. M. Krech, 
].M. Huber Corp., were chosen direc- 
tors. 


The American Management Associ- 
ation’s schedule of conferences for the 
1952-53 season was announced recent- 
ly. Twelve meetings are planned— 
Seven for New York, three for Chi- 
cago, and one each for Cleveland and 
Los Angeles. 

Of interest to office management 
executives will be a personnel confer- 
ence from Sept. 29 through Oct. 1 at 
the Hotel Astor, New York, and an 
office management conference sched- 
tled for Oct. 16-17 at the Hotel New 
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Correct—without question : 
..-When you use your 
photocopy machine 


There's never any question about 
the authenticity or accuracy of a ' 
photocopy. Every detail of the ‘ 
original—facts, figures, dates, 
signatures—is reproduced with | 
photographic accuracy and com- 
pleteness. 
On the other hand, manually 
transcribed records give you no 
such assurance. AND—in 9 cases 
out of 10—they’re much more 
costly to prepare. It will pay you 
to double-check the paper-work 
routines of all departments with 
these thoughts in mind. 


For the best photocopies, use 
Kodagraph Contact Paper 


This new paper is made by 
Kodak for use in all types of 
contact photocopiers. It re- 
produces all documents in 
dense photographic blacks, 
clean whites ... with new 
sparkle and legibility. And it’s 
easier, more economical to use 
—no more split-second timing 
or trial-and-error testing. Order 
it...and see for yourself. 


[Xodagraph Contact Paper . 


“THE BIG NEW PLUS’ IN THE OFFICE COPY FIELD oll 
y 
Mail coupon a EASTMAN KODAK COMPANY 7 
for \e Industrial Photographic Division 
free booklet Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”. .. your new, free booklet giving full details on Kodagraph Contact Paper. 


oy ne dal 


State TRADE-MAGK 
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what they sa say?” 


Nal 


Does your next caller find the picture you he 

7 for him via your sales and advertising , 

find the efficient place of business he expects? : 
have invested in the good-will that curit 
CRESTLINE Office rn develope Y 
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ASSOCIATION NEWS 
(Continued) 


a 


Yorker. Two general managemey 
conferences are planned, one for Jan 
12-15 at the Hotel: Statler, Los Ap. 
geles, the other for June 17-19, at th 
Hotel Statler, New York. A _ seconj 
personnel conference is scheduled fg 
Feb. 16-18 at the Palmer House, Chj. 
cago. Other AMA’ conferences wil 
deal with insurance, finance, manufac. 
turing, marketing, and packaging, 

In addition to conferences, the as. 
sociation will conduct periodic special. 
ized briefing sessions, workshop sem. 
inars, and management training 
courses. 


Lawrence A. Appley, president of 
AMA, at a recent dinner meeting re. 
ceived that organiza- 
tion’s award of merit 
for outstanding 
achievement in the 
field of personnel re- 
lations. The merit 
award is presented | 
only when, in the 
opinion of the asso- 
ciation, a personnel 
man in the New 
York metropolitan L. A. Appley 
area has _ exerted 
“real influence on personnel relations 
in his own and other organizations 
through his contributions.” 

M. Appley is currently active as a 
member of the President’s advisory 
committee on management, and the 
advisory committee on personnel to 
the Atomic Energy Commission. 

The last award was presented in 1950 
to James Tanham, then vice-president 
of the Texas Co. Previous recipients 
have been Thomas G. Spates, now a 
faculty member at Yale University, 
and Glenn Gardiner, vice-president 
Forstmann Woolen Co. 


The Insurance Accounting and Sta- 
tistical Association, at its 30th con- 
ference and business show held recent- 
ly in Cincinnati, elected officers and 
directors for the 1952-53 year. They 
are: Ralph Kennon (Central Standard 
Life Insurance Co., Chicago) chairman 
of the board; Dudley M. Pruitt (Gen- 
eral Accident Fire & Life Insurance 
Co., Philadelphia) president; Joseph 
Hughes (Pan-American Life Insur- 
ance Co., Lansing Mich.) vice-presi 
dent, casualty; A. H. Benson (Lum- 
bermans Mutual Insurance Co., Mans- 
field, O.) vice-president, fire; Robert 
B. Savage (Wisconsin National Life 
Insurance Co., Oshkosh, Wisc.) vice 
president, accident and health. 

Also: Rodney Wilcox (Connecticut 
General Life Insurance Co., Hartford) 
life director; James B. Clancy (Royal 
Liverpool Insurance Group, New 
York) casualty director; Paul Otteson 
(Mutual Implement & Hardware I 
surance Co., Owatonna, Minn.) fire 
director; W. E. Sather (North Am 
erican Life & Casualty Co., Minne 
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| got my first break 
on a mistake!” 


“Years ago, I misunderstood a spoken instruction and 
shipped a rush order to the wrong company. That started me 
thinking. So I designed a couple of forms to help the 
shipping department avoid further errors. They worked so 
well I got my first real recognition. No wonder that in every 
department I’ve come up through, I’ve made sure there were 
efficient forms to speed work, minimize waste motion!”’ 


IT PAYS TO DO BUSINESS 
ON HAMMERMILL PAPERS 


Your printer can help you design efficient business forms, 
letterheads and other printing. If he suggests using Hammermill 
Bond—as thousands of printers do—you may be sure it’s 
the right paper for you. To obtain business printing on 
Hammermill papers, look for the Guild sign on a printer’s 
window. Let it be your assurance of printing satisfaction. 
Send for the free sample book of Hammermill Bond. 


fc------- 


| Hammermill Paper Company 
1471 East Lake Road, Erie 6, Penn. 


Please send me the sample book of Hammermill Bond. 


| Name. . 


Companion papers for office use include Hammermill | Position 
Mimeo-Bond and Hammermill Duplicator. (Please attach to, or write on, your business letterhead.) OM-Sept 


a 
TEND 


LOOK FOR THE WATERMARK... IT 1S HAMMERMILL'S WORD OF HONOR TO THE PUBLIC 
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We have just completed a survey among the 
Exhibitors. The facts amazed us and should interest 

you. 77 brand new products will be on view for the 

first time at The National Business Show. These are 
products that the manufacturers are anxious to get your 
reaction to before they are shown to the public at large. 
We are sure that you will want to know about them first. 
The best of everything for the office is tried out, 

tested and compared—at The National Business Show. 


THE 1952 NATIONAL BUSINESS SHOW 


GRAND CENTRAL PALACE OCTOBER 20-25 


— 
apolis 
L. M 
bility 
reseal 
tinent 
hibits 
erica! 


“Invest In America Week” 
33 West 42nd Street * New York 36, N. Y. * PE 6-6760 
RUDOLPH LANG, Managing Director 
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ASSOCIATION NEWS 
(Continued) 


apolis) accident and health director; 
L. M. Cox (Employers Mutual Lia- 
bility Insurance Co., Wausau, Wisc.) 
research director; J. A. Roberts (Con- 
tinental Assurance Co., Chicago) ex- 
hibits director; George Runyan (Am- 
erican United Life Insurance Co., In- 
dianapolis) publications director; 
A. S. Kuenkler (U. S. Fidelity & 
Guaranty Co., Baltimore) public rela- 
tions, and L. J. Hale (Kansas City 
Life Insurance Co., Kansas City, Mo.) 
secretary-treasurer. 

The Office Executives Association of 
New York last month enrolled its 
600th active member. He is Martin A. 
Coyne, personnel manager at the New 
York office of M. W. Kellogg Co. 
With Kellogg since 1945, Mr. Coyne 


M. A. Coyne (right), OEA’s 600th 
member, with R. W. Cameron, pres. 


is also member of the American Man- 
agement Association, the Society for 
the Advancement of Management, and 
the New York Personnel Management 
Association. A Fordham University 
graduate, he has taught languages, 
social studies, and supervised athletics 
for private schools in Westchester 
County, N. Y. 


Carol Lyttle, manager of Dictaphone 
Corp., and W. H. Wheeler Jr., presi- 
dent of Pitney-Bowes Inc., have been 
designated chairmen in the office equip- 
ment field for a special financial drive 
being conducted in behalf of the Na- 
tional Association for Mental Health. 

The announcement was made recent- 
ly by Charles G. Taylor, Jr., president 
of the Metropolitan Life Insurance Co., 
who is general chairman of the cam- 
paign. 


George W. Handy, of Buffalo, N. 
Y., an executive of the National Gyp- 
sum Co., was elected president of the 
Acoustical Materials Association to- 
day by the Board of Directors during 
their summer meeting at Three Lakes, 
Wisc. Mr. Handy, former president 
of the National Noise Abatement 
Council, succeeds Charles J. Nocar, 
of the E. F. Hauserman Co., Cleve- 
land, O. 

Wallace Waterfall, of New York, 
executive secretary of the association, 
announced the election of E. S. Gray- 
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MAKE 120 BRIGHT COPIES 
A MINUTE OF ANYTHING 
YOU TYPE, WRITE >= DRAW 


ew! ..to stencils, no mots 


The new Ditto D-10 provides the quickest, most eco- 
nomical and the most satisfactory way to make copies. 
It’s ready for immediate use—no stencil to cut, no type 
to set, no inking, no make-ready. 

It copies directly from your original writing, typing 
or drawing; one, two, three or four colors in one opera- 
tion; 120 copies per minute; 300 or more from each 
master; on varying weights of paper or card stock; 
3” x 5” up to 9” x 14” in size. 

PRINTS IN ONE TO FOUR COLORS AT ONCE 
The sleek lines of the D-10 proclaim worthiness within. 
It has smooth, balanced action. It has wear- and cor- 
rosion-resisting stainless steel parts. Sure and 
simple, it makes an expert of any user. Mail the coupon 
for-a fascinating free folder providing more details. 

HUNDREDS OF USES 
* Sales Letters ° Bulletins * Maps ~° Price Sheets * Menus 
* Quotations, Bids * Postcards °* Estimates * Blank Forms 


* Sketches * Statements * Specifications * Graphs 
* Contracts * Music Scores * House Organs * Notices 
* Radio Scripts * Drawings °*E ination Questi 


Chicago 
W. Harrison St., 

i rege tee ea Canada, itd., Toronto, 
‘cee Without obligation, 


4 ing t 
nd literature featnrint duced on it. 


( upticator and samples of work pr the new Ditto 


Arrange 4 demonstration of 
( upticator for me. 


12, Minos 
Ontario 


Wy Company...-------" oF 
4) Address..." 
iY Post Office..." 


= 


ND EQUIPMENT 


he new Ditto D-10 
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ASSOCIATION NEWS 
(Continued) 


bill, of the Armstrong Cork Co., Lan- 
caster, Pa., as vice-president. Mr. 
Waterfall was re-appointed secretary- 
treasurer. 
tv 

NOMA’s York, Pa., chapter has an- 
nounced its officers for the 1952-53 
season. They are: John H. Musser, 
president; Ross B. Bigler, first vice- 
president; Guy M. Kurtz, second vice- 
president; Lloyd H. Herman, secre- 
tary; J. J. Meeker and Robert I. Black, 
2-year directors, and D. E. Grand- 
staff, Russell B. Marshall, and Frank 
H. Werner, l-year directors. William 
T. Stebbins, elected treasurer, resigned 
because of added business affiliations. 


Felix <A. Tangarone, purchasing 
agent for the Phoenix Mutual Life In- 
surance Co. of Hartford, Conn., was 
named president of the Association of 
Insurance Company -Buyers at the 
group’s annual meeting at Sturbridge, 
Mass. 

Other officers elected for the 1952- 
53 term are: William A. Mackenzie 
(State Mutual Life Insurance Co.) 
vice president; Howard H. Becker 
(Life Insurance Agency Management 
Assc.) treasurer; and Richard Alger 
(Employers Liability Assurance 
Group) secretary. Those named to the 
executive committee for a l-year term 
are: A. Scott Phillips (Monarch Life 
Insurance Co.); Grant Dwyer (John 
Hancock Mutual Life Insurance Co.); 
and Arthur Williams (Connecticut 
General Life Insurance Co.). 

Organized in 1933, the Association 


If you want the Best 


in boxed typewriter papers 
or other office supplies 


use the seal of an Authorized Neenah Dealer 


... displayed in stationery stores . . 


. to guide your buying. 


This seal means that the stationer who shows it sells the finest 
grades of boxed typewriter papers in America . . . Neenah papers 
that contain 25% to 100% new cotton fibers with a writing and 
typing surface that can be produced only by tub-sizing and 


loft-drying. 


The Neenah seal also means that the stationer sells quality 
products to a quality trade because only discriminating buyers 
know and demand Neenah boxed typewriter papers. 


NEENAH 
BOXED 
TYPEWRITER 
PAPERS 


NEENAH PAPER COMPANY 
N. h, Wi . 
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of Insurance Company Buyers is com, 
prised of over 50 members who hand 
the purchasing for New England jp, 
surance companies. There are at pres. 
ent thirty-five companies represented 
in the organization. 


Jay A. Phillips of Houston, Texgy 
has been nominated to serve as preg, 
dent of the American Institute 9 
Accountants for the 1952-53 term. The 
names of Mr. Phillips and nominees fg 
vice-president and treasurer will be 
presented by the nominating commit 
tee to the sixty-fifth annual meeting 
of this national professional society 
of certified public accountants jp 
Houston October 5-9. 

Four vice-presidents have been nom. 
inated for the coming term. They are 
Thornton G. Douglas of Los Angeles, 
Cal.; Samuel W. Eskew of Louisville, 
Ky.; Coleburke Lyons of Detroit, 
Mich.; and Mark E. Richardson of 
Washington, D. C. Harold R. Caffyn 
ot New York City has been nominated 
for a third term as treasurer. 

Mr. Phillips is chairman of the Texas 
State Board of Public Accountancy 
and a past president of the Texas 
Society of CPAs. A member of the 
American Institute since 1928, he has 
served as its vice-president, a member 
of its governing Council, chairman of 
the committee on federal taxation, and 
chairman of the AIA trial board. 


The National Association of Cost 
Accountants elected officers and direc- 
tors for the 1952-53 year at its recent 
annual meeting in 
New York. The elec- 
tion was held in con- 
junction with the as- 
sociation’s thirty- 
third international 
cost conference. 

J. Brooks Heckert, 
professor of account- 
fng at Ohio State 
University, Colum- 
bus, was chosen 
president. Newly- 
elected vice-presidents include: Charles 
J. Dougherty, controller and assistant 
secretary, Eureka Specialty Printing 
Co.; Herman C. Heiser, vice-president 
and director, Crown Can Co.; Carl E. 
Lindquist, sales controller, Telephone 
Div., Western Electric Co.; Nels C. 
Nelson, partner, Peat, Marwick Mitch- 
ell & Co.; Charles E. Rawlinson of 
Price Waterhouse & Co.; John W. 
Schlosser, vice-president, C. K. Wil 
liams & Co.; George W. Schwarz, vice- 
president and controller, Wyandotte 
Chemicals Corp. and Robert B. Service 
Jr., internal auditor of Norton Co. 
Philip J. Warner, president, Roland 
Press Co., was re-elected treasurer. 

In addition, twenty-five directors 
were elected to NACA’s board for 2- 
year terms. 

In other action, the association an- 
nounced the winners of the Lybrand 
Award medals, honoring authors of 
the most outstanding contributions to 
literature of industrial accounting dur- 
ing the past year. (To page 69) 
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J. B. Heckert 
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“Retna Life Considers Cotton Towels® 


Important To Good Employee Relations 


Here’s How 
Linen Supply Works... 


You buy nothing... your 
linen supply dealer sup- 
plies everything. The low 
cost includes cabinets, pick- 
up and delivery, provides 
automatic supply of fresh- 
ly laundered towels. Quan- 
tities can be increased or 
decreased on short notice. 
Local service is listed in 
your classified book under 
SERVILINEN or LINEN 
SUPPLY. 
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Fairtax- Towels 


The giant Aetna Life Insurance Company is housed in the 
world’s largest building of American Colonial architec- 
ture. More than 3,300 employees comprise the home office 
staff of this Hartford, Connecticut company. Its manage- 
ment, like thousands of other progressive companies, has 
found that cotton towels best meet its needs for efficient 
towel service. 

Whatever your towel problem . . . whether you operate 
a factory, institution, office or store . . . you can be sure 
that soft, gentle absorbent cotton towels will do the best 
job in promoting employee morale, building customer good 
will, increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money and increase sanitation and efficiency, 
write Fairfax, 65 Worth Street, New York 13, Dept. D. 


Clean Cotton Towels... 
Sure Sign of Good Management 


*FAIRFAX individual hand towels used by Aetna Life Insurance Company are serviced 
Hartford Apron & Towel Supply Company ae ” 


A PRODUCT OF WEST POINT MANUFACTURING CO. * WELLINGTON SEARS CO., SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
OFFICE MANAGEMENT AND EQUIPMENT 


67 


s8e 


wet anit, ce in = ee ke i a 3 2" q a ae : 3 wa. etd ‘ Fe 
oo ; “ — 3 Re es : -, ae — ay ; ; * 
i cL , F 7 git a wre é ee oe é Re Sre. bec ‘a : 
‘inf i ; OEE TT a 7 
Pres. ve ' e's ber ets . . a? 8 3 
a: Oa S % : £ Te 4 ae ae ie he 
ented i be ae ES fy a i ae a . 
resi. 7 dt ee. us pe ot - 2 | - x ; 1 
e ee Meee . z x : : ae a ‘2 Pa he r 4 > ee. 
1mit te |. co os. Pr ; ee Me al - ¥ 
reid a ra pe ge ag : ee 
ting | ‘ / - ae * Pe 5G = sg 4 « “ ee 1 4 . 
ciety —_ | ae ae es Pon — ee ; 
* a = a Rie ae ee r : | : 
} ih a << ; eo - aa — ig q 
5 a. a j OO ee ee Pie ; eo ce | ag Ce 
| a al -_ Pah gs " =_— : 
—— 2 , eee Re ‘ 4 re Si ‘ ? wate : 
e.. s — i - i ie ee: y -— } 4 ar 5 , a rm - & 
eles,  — a ; ee ae i y ; Pa : : mt 2S es ee x 
ville, Be — ae ~~ a | a | i. ne. | 3 , 
Toit, ee ; > = we ¥ ; fa sae a — J ee 
1 of , we eee : - a ‘ i “he 
ff a + ee > i. . oer } I £ 
ffyn Bee = ’ — : j oe <i 
at eo +f . es, PF : ae ’ i ; i 
ed . | Pe * -* " ae ae Se fs bes — “= ~. ‘arg } 
ee nae on es 4 
-_? rar eRe dl * ee a ig ra 
the ; = " cs tb be a ‘ bs 7 % ‘ é Bie . : ' 4 “4 ; . : : : 
has "ae MW / A | 7 3 P %, % ; Be i : 4 a ‘ 1 ig oe 
aber ‘ , = = a -: 2 be gs — Se a 4 Oe * p ge hs : . z ‘ Pencil ; 
: See pa ea 7 . : eee ‘a on : cas ‘, ; a 
an ye Fa ‘% f = ae a. . “4 i F : i 
ny eee ! dir ‘ = % a me Bio ; Se ae a Por ’ 
5 om . he 3 i. a ma ait ae Ea Pi Ng mies os ri : 
| a a a ee : ey Pu = es | . H oe Pics wee Gis Ba 2 ie 4 ie : ' 
ce eae "i ial . 7 ne Me] Por salen . & Niu % pe i alee Gee a : ; 
rete Bd a ae? ll OT a ee Pcs ea 
‘ent i. hee 5 otf Paes a a ms 22 hee “a as r ie Ps aad wi 
. orem i — bar 5. 8 : ‘ei , es i i 
edie \ ry ‘ ae Baer a 7" f : ites a 
«— _ & - i 4 me i ‘ ibe * ie Sie ‘ e: 
at 4 me 
« i » dl - 2 . —— 2... ~ ag 
"7 ee | 
‘les 
ant ’ 
ing 
ent 
E, te 7 
ne 
C. : y 
ch- 4 
of ed 
W. - oe 
Jil- S 
ce-  S ; 
tte ae 
ice Res 
0. pee : 
nd 
ors | 
+ : 
in- 
nd 
of 
if- 
9) 
52 
a > re 4 oe yee, a Liens AR So ep 0: ee 


Great NAMES IN INDUSTRY... 
CHOOSE Great DESK TOP EQUIPMENT 


BERT M. MORRIS CO. is foremost in the 
field of matched Desk Top Equipment. 


The complete setting shown—pen set, 
memo pad, letter tray, ash tray, and 1 
phone rest, retail for less than you 

would expect to pay for one fountain 
pen set. 


MORRIS FOUNTAIN PEN SET—A desk foun- 


STUB 
tain pen with beauty of design and real —— 
writing utility. Concealed “push button” tee 

i filler and thread-in point section. For long ¥ 
bi life and smooth writing all sets are sup- en 
plied with iridium-tipped points. A real MEDIUM 
time and money saver in any office. a 

FINE 
ee 
EXTRA FINE 

BERT M. ORRIS CO. 


Dept. OM-9 8651 West Third Street 
los Angeles 48, California 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Que. 


ror 'Wailt-abilit’ 


THERE IS = ees 
FOR QUALI All Morris 
writing poy are equipped 
with iridium tipped points 
and each point is tested 
and approved at factory 
Sor writeability. 


Morris Fountain Pen Set with 
Northrop Aviation, Inc., insignia 


Available in — Grey — Bronze — 
Walnut — Mahogany and Green 


Desk Top Package Deals —#100 and #200 
Inquire about the surprisingly low cost of 
matching your desk with these items. 
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LETTER TRAY — strong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size, 


BOOK ENDS — at last - 
inexpensive book ends 
to match modern office 
furniture. 


> 


MEMO PADS — available in 
two types. With jewelers 
bronze bar that drops as 
paper is used, or standard 


box style. f 


Beanee —The on 
flowing, finest all - round 
writing implement. Holdsa 

2” ounces of ink. Choice 
wot 5 quickly replaceable 
“thread in” points-extra fine, 
fine, medium, broad, stub. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 
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ASSOCIATION NEWS 
(Continued) 


EE 


The first place Gold Medal was won 
by John Pugsley, executive vice-presi- 
dent, Tennessee Coal & Iron Div., 
U, §. Steel Co., for his paper entitled 
“How to Use Standard Costs.” The 
runner-up Silver Medal was awarded 
to William Langenberg, manager of the 
cost division for Johnson and Johnson, 
New Brunswick, N. J. His paper dealt 
with “The Measurement of Productiv- 
an 

The Lybrand medals and twenty-five 
certificates of merit are provided an- 
qually by partners of the firm of Ly- 
prand, Ross Bros. & Montgomery, in 
recognition of the thirty-three years’ 
service that William M. Lybrand rend- 
ered to N. A. C. A., and of the support 
he gave to the preparation of signifi- 
cant contributions to the literature of 
industrial accounting. 


J. A. Trainor, vice-president and 
controller, Commercial Controls Corp., 
has been elected president of the Ro- 
chester, N. Y., control of the Con- 
trollers Institute. 

Others who have 
been elected direct- 
tors of regional in- 
stitute controls. in- 
dude: John H. Bos- 
srt (Dictaphone 
Corp.) Bridgeport, 
Conn.; Wayland S. 
Bowser (Blaw- 
Knox Co.) Pitts- 
burgh; G. J. Grik- 
shell (Addresso- 
graph- Multigraph Corp.) Cleveland, 
and John F. McGovern (Gray Mfg. 
Co.) Hartford, Conn. 


J. A. Trainor 


The National Industrial Conference 
Board, New York, re-elected L. C. 
Stowell, president of Underwood Corp., 
toa one-year membership. 

The Conference Board, founded in 
1916, is an independent, non-profit in- 
stitution interested in industrial and 
business fact-finding—gathering facts 
and figures bearing on all aspects of 
economic life and business operation. 
Its work is supported by over 3,200 
subscribing associates including busi- 
Mess organizations, government bu- 
reaus, labor unions, libraries, and col- 
leges and universities. 


At the second annual conference on 
“Design as a Function of Manage- 
ment,” held recently at Aspen, Colo., 
the conference theme was discussed by 
Walter Dorwin Teague, industrial de- 
signer. His talk was followed by a 
round-table meeting on “What is Good 
Design Worth to Management, the 
Designer, the Public?” 

Another round-table topic considered 
at the 6-day meeting was “How Should 
a Good Design Program be Developed 
by Management?” Approximately 250 
Members attended the conference. 


(To page 71) 
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is adjustable in so many 


ways...so easily! 


~ Model 18-A 
Cosco”. 
Executive.” 
$4756. 264 
($49.50*} 


Also these COSCO favorites: 


No other chair offers such style, 
quality, and value! And no other ex- 
ecutive chair can match the COSCO 
Executive’s six comfort adjustments, 
all made without tools! 

Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du 


Model 15-S Model 20-A 
Pont “Fabrilite”’ upholstery and Secretarial Chair Arm Chair 
Bonderized, baked-on enamel finish $32:5° $27:5° 
‘ ($33.50*) ($28.50*) 
in modern office colors. Get full de- iedhdiennubinniaibininbinitiantes 
tails! Mail oo today! HAMILTON MANUFACTURING CORPORATION, ; 
Dept. D9, Columbus, Indiana 
HAMILTON MANUFACTURING CORPORATION | Shite sak citi iii, wales 6 l 
COLUMBUS, INDIANA | nearest dealer and complete catalog. | 
*Zone 2: Florida, Texas, and 1] Western states. | 
| | 
LOSCD EF 
' Chairs i | 
l | 
Good seating . . . in good taste I 
t 


. .is good business 


ee | 
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The NOVEMBER 
ISSUE of 

OFFICE MANAGEMENT 
AND EQUIPMENT 
WILL BE 

THE ANNUAL 


™ Office of the Year = 


A complete roundup of imformation, 
photographs, plans and equipment of the six winners 


of the “Office of the Year”? Awards for 1952 


* 


This issue will be ready for the opening of the NATIONAL BUSINESS 
SHOW in New York, October 20th, during which these awards will be 
presented officially the annual “Office of the Year” Award Luncheon 
at the Waldorf-Astoria Hotel. 


The advertising pages of this issue afford an exceptional opportunity 
to all firms, who have in any way contributed to the planning, construc- 
tion, or equipping of these award-winning offices, to identify their 
products and services and capitalize on this nation-wide publicity. 


Office 
Management 


AND EQUIPMENT 


THE OFFICE EXECUTIVE’S OWN MAGAZINE 
212 Fifth Avenue, New York 10, N. Y. 
Sponsors of the Annual “Office of the Year” Awards 
OFFICE MANAGEMENT AND EQUIPMENT September, 1952 
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ASSOCIATION NEWS 
(Continued) 


The New York Personnel Manage- 
ment Association announced recently 
the election of Edward J. Walsh, direc- 
tor of personnel ad- 
ministration for Gen- 
eral Foods Corp., as 
chairman for the 
coming year. Mr. 
Walsh also holds the 
post of vice-chair- 
man for the Person- 
nel Policy Committee 
of the Commerce and 
Industry Association 
of New York. He is E. J. Walsh 
a member of the 
Employee Relations Committee of the 
Grocery Manufacturers’ of America, 
and of the subcommittee on manpower 
mobilization for the Business Advisory 
Council. 

Other officers elected to the execu- 
tive committee of NYMPA were: R. 
Randall Irwin (R. H. Macy) and John 
Q. Jennings (Singer Mfg. Co.) vice- 
chairmen; Dorothy Hyland (Dry Dock 
Savings Bank) secretary, and E. Scar- 
ritt Jones (Public National Bank and 
Trust Co.) treasurer. 


Named as members-at-large were: 
J. W. Stuart, Marion R. Enright, Gor- 
don Jermyn, Gordon Thayer, and 
Thomas F. Conroy. 


The Special Libraries Association, 
at its forty-third annual convention 
held recently at the Hotel Statler, 
New York, presented its professional 
award for pioneering in documentation 
to Mortimer Taube of the Atomic 
Energy Commission. 


In other action, the association 
elected officers for the coming year. 
They include: Elizabeth Fergusen (In- 
stitute of Life Insurance) president; 
Chester Lewis (The New York Times) 
second vice-president, and Robert E. 
Grayson (New York Herald Tribune) 
member of the board of directors. 

Approximately 1,500 librarians at- 
tended the convention. 


James FE. McDonald, controller, 
Ralph C. Coxhead Corp., Newark, N. 
J., has been elected to membership in 
the Controllers Institute. 


Safeguard Corp. to Promote 
Checkwriter as Christmas Gift 


As a result of successful promotion 
in the past by individual Safeguard 
Corp. representatives, the idea of giv- 
ing Safeguard Checkwriters for Christ- 
mas will be promoted by the company 
on a nationwide basis. The advertis- 
ing campaign by this Lansdale, Pa., 
firm will center around a father-son, 
employee-employer idea, in addition to 
Suggesting that the devices be pre- 
sented as a family gift to small busi- 
nessmen. 
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NATIONAL GYPSUM COMPANY 
IS ONE OF HUNDREDS OF 
WELL‘KNOWN COMPANIES 

Who Prepare Offset Paper Masters 


by XEROGRAPHY 


National Gypsum Company, Buffalo, N. Y., is continually alert to 
new and better methods for reproducing copies of office forms, 
laboratory tests, government reports, sales engineering drawings, 
production specifications, etc., to lower costs and save time. The 
dry, electrical, direct positive xerography process using XeroX copy- 
ing equipment was selected because it fulfilled these requirements. 

Save money! Offset metal plates cost National Gypsum Com- 
pany an average of $3.10 each; an offset paper master made by 
xerography costs 19c! A saving of $2.91 per job in material costs 
alone. During the first ten months of operation, $2,467 was saved. 

Save time! An offset paper master plate can be made by xerog- 
raphy by an office girl in less than 3 minutes. Get the facts about 
the amazing xerography process. 


1 Photo shows operator preparing paper 2 Paper master is placed on offset process 


* master with XeroX copying equipment. * duplicator and multiple copies run off. 


COMPARATIVE DUPLICATING COSTS 
AT NATIONAL GYPSUM CO. 


NUMBER OF COPIES 


FORMER METHOD XEROGRAPHY SAVING 


10 1.00 45 52 

25 2.50 55 1.95 

50 3.45 .68 2.77 
100 3.90 1.00 2.90 
W: for case histories showing how all types of busi- 


ness are saving time and money with xerography 


THE HALOID COMPANY 


52-195 HALOID ST., ROCHESTER 3, N. Y. 
BRANCH OFFICES IN PRINCIPAL CITIES 
Rectigraph and Foto-Flo Photo-Copying Machines * Photocopy 
Papers and Chemicals * Photographic Papers * Negative 
Materials for the Graphic Arts * XeroX Products for xerography. 
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TRADE MARKS REG. US. PAT. OFK 


Sthat’s 
synonymous 


at 


THE OLDEST PENCIL FACTORY IN AMERICA 


COMING EVENTS 


Life Office Management Association 
Conferences 


co 
September 21-23 


2 
September 22-24 


Chalfonte-Haddon Hall 
Atlantic City, N. J. 


American Management Association 
Conferences 


o 
September 29-October 1 


Personnel Conference 
Hotel Astor, New York 


e 
October 16-17 


Office Management Conference 
Hotel New Yorker, New York 


eS 
January 12-15 
General Management Conference 
Hotel Statler, Los Angeles 


o 
February 16-18 
Personnel Conference 

Palmer House, Chicago 

a 

June 17-19 
General Management Conference 

Hotel Statler, New York 


Netherland Plaza Hotel, Cincinnati, O. 


National Institute of Governmentgj 
Purchasing Inc. 
October 19-22 
Seventh Annual Conference and 
Products Exhibit, Edgewater Beach 
Hotel, Chicago 


Systems and Procedures Association 
of America 
October 20-22 
Sth Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Industrial Management Society 
November 5-7 
Sixteenth Annual Time and Motion 
Study and Management Clinic, 
Sheraton Hotel, Chicago 


National Business Teachers Assn, 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 
1952 Convention 
New York City 


wiltshire modern 
CONSULTATION 
DESK 


Ideal for banks, finance offices, in- 
surance companies .. . this Wiltshire 
Modern Consultation Desk is designed 
for private confidential conference be- 
tween two or more persons. 

This versatile desk allows comfort- 
able, close-in seating on three sides 
+ + + saves space while increasing the 
efficiency of your office. 

If your business requires frequent 


customer consultation, you need the 
Wiltshire Consultation Desk. See it at 
your dealer's now! 
WRITE FOR OFFICE PLANNING GUIDE 
Imperial's Office Planning Guide... 
Complete with floor plan, cut-outs and 
basic office planning information .. . 
is available now from your nearest Im- 
perial dealer. Call him today . . . or 
write direct for your copy. 


- 
Em perial 
desk company 
EVANSVILLE 7, INDIANA 
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Ssn, 


speeds office 
paperwork 


fells how on Pages 10, 11 


BOOKS AND PAMPHLETS 
(From page 17) 


put ‘er here, 
partner! 


SS 
ye 
4 

4 <4 


500,000 Mail boxes in 
the United States are your part- 
ners in the fight against cancer. 


A contribution addressed to 
“Cancer” in care of your local 
post office will help guard your 
family, yourself and your com- 
munity. 

Next time you see a mail box, 
“put ’er there, partner!” .. . as 
generously as you can. 


Here is my contribution of $..................0 
in support of the Cancer Crusade, 


Name 


Address 


| City State 
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The letters of the word stand for: 
Value (operating and historical); Ac- 
tivity (the rate of reference); Law 
(federal and local statutes); Volume 
(determined by the cost versus value), 
and Experience (determined by com- 
parable company practices). 

Contained in the booklet are case 
histories of a manufacturing and sales 
company, a bank, and a large city 
government, all of which streamlined 
their records keeping procedures and 
cut costs by following NRMC’s plan. 
Basis of this plan is an examination 
of a company’s files by the Council’s 
research staff and archivist-analysts, 
and an ensuing flow of records “from 
office to storage and more often to the 
waste paper dealer.” The plan intro- 
duces a “new-type” records center 
wherein records said to cost $48 a year 
if stored in a 4-drawer file in an office, 
would cost “only $4” if stored at the 
center. 

According to the booklet’s descrip- 
tion of records controls initiated in 
one manufacturing and sales company, 
55 per cent of its records were dis- 
carded, another 19 per cent were 
shipped to the records center (a “sci- 
entifically replanned” existing build- 
ing), and only 26 per cent remained 
in its home offices. A total of $98,000 
was saved the first year, the booklet 
says. 

Other features of valve controlled 
records keeping mentioned in the 
booklet include: 1) The cancellation of 
all filing equipment purchases for 3 to 
5 years. 2) New-type storage which 
houses the contents of three file draw- 
ers on a square foot of space. 3) New 
controls which “pinpoint all records 
for reference and flag next scheduled 
destruction.” 4) Reduction of micro- 
filming by 97 per cent. 

The booklet is available without 
charge from the National Records 
Management Council offices at 337 W. 
27th St., New York. 


A Report on Decentralized Form 
Duplicating, a liberally - illustrated 
booklet prepared by the Haloid Co., 
tells how the Jones & Laughlin Steel 
Corp. simplified its job of printing 
forms. The thousands of varied forms 
needed by J & L to plan and control 
their vast operations had hitherto been 
reproduced in the firm’s general office 
duplicating department at Pittsburgh, 
the booklet explains, or were pur- 
chased from outside suppliers. Under 
their new system, forms reproduction 
is relegated to decentralized duplicat- 
ing departments scattered throughout 
the country. The system depends on 
xerographic and multilith processes. 

Under the new procedure, as worked 
out by D. L. Whitehurst, Jones & 
Laughlin’s supervisor of duplicating, 
positive contact prints are made from 
photographic negatives filed at the 
central duplicating department. The 
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CUT dictation 
COSTS 50% : 
with New 


PEIRCE 
‘NETWORK 


oa 


Yes, PEIRCE Network Error-free dic- 
tation saves time, saves money, 
spreads equipment cost. In office or 
plant, wherever dictation is done by 
a group of low-volume or occasional 
dictators, PEIRCE Network Dictation 
is the complete, trouble-free, timely 
answer to rising costs, increasing 
work load. 


An unlimited number 


of stations can be incorporated into 
Peirce Network Dictation (number of 
stations determined by dictation volume). 


FEATURES YOU WANT—ALL IN 
PEIRCE NETWORK DICTATION— 


meet” AND WE 

| mony ate 

@, Complete Tor CAN 

PROVE 
IT IN 
YOUR 


ATTACH THIS TO YOUR LETTERHEAD 
mail today for complete “Network™” 
P ‘ tion ao ; . I 


PEIRCE ‘sii 


1328 SHERMAN AVENUE « EVANSTON ILLINOIS 
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Let’s consider this very popular Sturgis chair, 
the No. 1805 Senior Spring-Rest. The seat has 
a thick cushion of foam rubber on coil springs. 
The spring back is thickly cushioned with 
foam rubber. The armrests are cushioned 
with foam rubber. Sound luxurious? It és 
luxurious. 

But—and here’s the business-like point—it’s 


P.S. * Let your Sturgis dealer surprise you with the low price of this Sturgis chair. 


How comfortable should an executive’s chair be? 


~ You can’t see all 
the quality that's 
engineered into 
Sturgis chairs. 


luxury under control. For here is no chair to 
loll in. Relax in, yes. Slump in, no. This is a 
chair that has been designed and engineered 
to keep you in your place, to encourage the 
posture that discourages fatigue. In short, 
here’s a chair that’s good for you, even though 
it lets you sit in the lap of luxury at a general 
admission price.* 


Sturgis chairs are engineered for keeps. 
You can’t see all the quality that’s engineered into a 
Sturgis chair but it’s there in full measure—and because 
it’s there a Sturgis chair is a long term investment in 
office comfort and efficiency. Today the finest executive, 
secretarial, clerical, guest and institutional metal chairs 
are being produced by The Sturgis Posture Chair Com- 
pany, Sturgis, Michigan. 
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BOOKS AND PAMPHLETS 
(Continued) 


prints are then forwarded to each 
field location where a multilith master 
of the form is prepared on a Xerox 
copier. Forms are then printed from 
the master as needed. 

According to the booklet, opera- 
tional steps with the new system have 
been reduced from seventeen to four, 
saving Jones & Laughlin $250,000 an- 
nually. The booklet can be obtained 
free by writing Thomas J. Liston, ad- 
yertising and sales promotion man- 
ager, Haloid Co., Rochester, N. Y. 


Three booklets, especially helpful to 
secretaries, have been issued recently 
by Remington Rand Inc., 315 Fourth 
Ave., New York. The first, How You 
Spell It, lists the correct spelling and 
syllabication of the 500 most trouble- 
some everyday words. 

The second booklet, 25 Typing 
Short Cuts, lists practical hints de- 
signed to make a typist’s tasks easier 
and her work more presentable. It 
offers how-to-do-it instructions for 
getting right margins even, for typing 
“tush” telegrams and memos without 
removing other correspondence from 
the machine, and for typing both sides 
of a postcard without ever touching it 
to turn it over. 

How to be a Super-Secretary, Rem- 
ington Rand’s third new booklet, ac- 
quaints secretaries with those qualities 
executives most like and dislike in 
their assistants. Peppered with 
sprightly cartoons, the pamphlet ends 
with a “rate-yourself” questionnaire 
which inquires “Are you well 
dressed?,” “Are you Johnny-on-the- 
spot?,” “Are you a good housekeep- 
er?,” and so on. 

All three booklets are available free 
from Remington Rand. 


Now They’ve Found a Remedy for 
Work, or The Day I Invented Edison, 
a literary effort by Groucho Marx for 
Thomas A. Edison Inc., wisecracks its 
way into a lighthearted salestalk for 
Edison Voicewriter and TeleVoice- 
writer dictating equipment. The 16- 
page booklet chronicles Groucho’s dis- 
covery of dictating methods after he is 
assigned the role of a business tycoon 
in a technicolor extravaganza. An idea 
for dictating letters through voice re- 


... but just SUPPOSE 
it happened to you! 


York. 


gutted, ‘oun alle ag ts toe to send 


Sees. von Sas a fire. No one expected this recent inferno in Brooklyn, New 
iby oy Binjamin Siifen, Ine., fe i 


located within a building completel: 
condl ext Sllip dhe cant dag Gasamee tts aionants 


receivable were in a modern Mosler Record Safe. 


Suppose a fire left your records in ashes. 
How fast would you be able to recover 
monies with which to replace buildings, 
equipment, raw materials, finished goods, 
work in process? How much delay would 
it mean in restoring production, sales 
and service? Or would you be one of the 
43 out of 100 firms who 
never reopen after losing 
., vital records in a fire? 


oS = 


there's a clause in 
your insurance policy that 
says “Proof-of-loss must be 
rendered within 60 days.” How could 


you—without records? 


Remember, too—a fireproof 
building simply walls-in, in- 
tensifies a fire that starts in 
your office. And unless your 
safe bears the Underwriters’ 
sinus Inc. label, it will probably 
act only as an incinerator above 350°F. 


It's dangerous to “cross your fingers." 
Don't do it. 

Find out, today, how little it costs to pro- 
tect your records—and your business 
future—with a modern Mosler ‘‘A”’ — 
Record Safe. It’s the world’s best p: 
tection. Meets the independent Unier- 
writers’ Laboratories, Inc. severest test 
for fire, impact and explosion. 


IF IT'S MOSLER ... IT'S SAFE 


we Mosler Safe“, 


built 


cording strikes him, but he soon dis- 
covers that Thomas Edison beat him 
to it back in 1877. The bulk of the 
booklet’s “plot” revolves around 
Groucho’s conversation with his law- 
yer, Printwhistle, wherein salient fea- 
tures of Edison equipment are enter- 
tainingly pointed out. 

Some random excerpts read like this: 
““Mr. Printwhistl—’ I began. He 
didn’t lift an eyebrow. Either he lacked 
the strength to, or his name really was 
Printwhistle. 


Pie ene en enti . Mosler 
the U. S. Vaults at Fort Knox and the famous 
bank vaults that wi the Atomic Bomb at Hiroshima 


Consult classified telephone directory for name 
of the Mosler dealer in your city, or mail 
coupon now for free informative material. 


The Mosler Safe Company « Dep’t OM-9, Hamilton, Ohio 

Please send me (check one or both): 

oO Free Mosler Fire DANGERater, which will indicate 
my fire risk in 30 seconds. 


Illustrated catalog, describing the new series of 
Mosler Record Safes. 


The handsome new Mosier “A” 
Label Safe designed by Raymond 
Loewy brings, at no extra cost, 
distinguished beauty to any office. 
New convenience and security 


“‘Mr. Marx,’ he demanded, ‘are you features include the new “Counter NAME : _ 
familiar with the fricative consonants?” Spy Ppa thige: Beng tr ing _ 

= ‘Printwhistle,’ I retorted, ‘do I look and visible only to person working rencgpas 
to you like the kind of man who would —_ combination. city woes — 
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SPEED your : 
MAIL 


SORTIN e 


this low cost way! 


CORBIN Mail Handling Equipment 
saves time — reduces cost. Used in the 
majority of U. S. Post Offices and in the 
mail rooms of leading commercial firms, 
Universities, colleges, hospitals and 
other institutions. 

CORBIN’S facilities and more than 
fifty years’ experience combined, are 
your assurance of quality equipment 
at low cost. We will help you choose 
equipment to meet your requirements. 
All items are constructed of selected 
hardwoods. Joints are dovetailed and 
glued. All surfaces are smooth sanded 
and varnished or lacquered. Shipped to 
you assembled, complete with hardware, 


Pigeonholes 


| 
i ie | Arranged 
i ke for Your 


Ie Specific 
wy Needs oe 


Send for 
Illustrated 
Catalog... 


Corbin offers WIDE VARIETY OF 
MAIL ROOM EQUIPMENT 


® Work Tables 

© Key Cabinets 

© Work Benches 
* Sorting Tables 
© Bulletin Boards 
® Portable Tables 


Corbin Wood Products Division“ ~~} 


The American Hardware Corp., 
New Britain, Conn. 


Please send ay literature and prices 
on your Corbin mail handling equipment. 
Name 

Firm. 

Address 


—_ 


BOOKS AND PAMPHLETS 
(Continued) 


be familiar with a fricative consonant?’ 

“*The fricatives are the consonants 
x, v, s, f, and such dipthongs as ts and 
ph. They are the hardest sounds to re- 
produce clearly. Do you understand?’ 

“*Tsertainly—any phool can phollow 
that,’ I replied. 

“Miss Gulsh,’ Printwhistle said,‘ will 
you play this disc on your transcriber 
for Mr. Marx? It’s a letter I dictated 
last night at home.’ 

“*Tsointly,’ said Miss Gulsh. 

“‘T listened. I heard Printwhistle’s 
voice saying, “Take a letter to Mr. 
Theophilus Thistle, executive vice-pres- 
ident, Zenith Zither Foundation, East 
Zanesville. Dear Fritz...” 

“*How was it? asked Printwhistle. 

““Clear as a Printwhistle,’ I ad- 
mitted.” 

The book, together with an inserted 
folder with marginal notes by Groucho 
Marx, is available at no cost from 


Thomas A. Edison Inc., West Orange, 
N. J. 


A price list of reconditioned micro- 
film slides, film strips, and bookbind- 
ing equipment is currently available 
from Microfilming Corp., 11 E. Pleas- 
ant Ave., Maywood, N. J. The firm is 
offering the reconditioned merchan- 
dise for sale. 


How the pencil and the electronic 
tube team to streamline customer ac- 
counting for utility companies is graph- 
ically described in a free 36-page book- 
let issued by the International Busi- 
ness Machines Corp., 590 Madison 
Ave., New York. 


The extension of bill amounts, serv- 
ice order preparation, meter reading, 
revenue and remittance accounting, 
cash posting, accounts receivable con- 
trol and credit, and collection record- 
keeping are all economically speeded, 
the booklet states. The IBM devices, it 
continues, are designed to segregate 
bills requiring special handling, to pre- 
pare summary control entry cards and 
to list cash remittance stubs for balanc- 
ing tellers’ cash. 


The Abbeon Supply Co., 179-15 
Jamaica Ave., N. Y., has issued the 
1952 edition of its bulletin, A Few 
Facts About Dehumidification for In- 
dustry. The bulletin contains informa- 
tion helpful in the correction of such 
humidity problems as mold, rust, mil- 
dew, caking, dripping pipes, wet walls, 
corrosion, warping, and mustiness. It 
is available from the Abbeon Co. with- 
out obligation. 


Features of RCA’s model 400 sound 
film projector are displayed in a new 
booklet offered without charge by the 
Radio Corp. of America, Camden, 
N. J. The RCA 400 is a 16mm pro- 
jector having a film capacity of 2,000 
feet, and accommodating a 1,000-watt 
standard prefocused lamp. Additional 
features, according to the booklet, in- 
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OFFICE MANAGEMENT AND EQUIPMENT 


CHAIRS 


Bf et eo! Be fd 


The seat of 
wisdom! 


@ It is wisdom on your part to 
select Craftsman Wood Office Chairs. 
They are designed for the solid com- 
fort that eases thinking and aids pro- 
ductiveness. They are built for many 


years of quiet satisfaction. 


"Craftsman Chairs” are what the 
name implies. They are highly special- 
ized products to which Jasper Seating 
Company has devoted itself exclusive- 
Every detail of 
design and fabrication is given pains- 


ly for many years. 


taking and meticulous attention. 


For example Jasper Seating 
Company begins its zeal for quality 
with the initial selection of wood for 
its products. Only wood that is richly 
figured, flexible, decorative and dur- 
This includes 
the best in Northern Birch, Maple, 
White Oak and Walnut. 


able passes inspection. 


The finest compliment to our 
craftsmanship is the broad dealer rep- 
resentation we have. Write us today— 
we'll give you the name of your near- 


est source of supply for Craftsman 
wood office chairs. 
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LOOK FOR THE 


BLUE TAB ! 


.-- because it hugs like a bear! Blue Tab Long Length TEXCEL is 
the first and only cellophane tape designed specifically for office 
use. Does all the regular and many unusual jobs! Saves ruffled 
tempers, pretty fingernails—it’s the secretary’s best friend! In 
every way, big users find Blue Tab means efficiency and econ-— 
omy. For complete satisfaction, order it in 1296” or 2592” rolls. 


. INDUSTRIAL TAPECORP., NEW BRUNSWICK,N. J. Makers of TEXCEL® Cellophane Tapes and a complete line of pressure-sensitive tapes for industry. 
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BOOKS AND PAMPHLETS 
(Continued) 


clude nylon gears, a swing-away film 
gate, a pull-down claw that is “kind 
to film,” and double-size slow-speed 
film sprockets. 

Another booklet, RCA Sound Prod- 
ucts, describes that firm’s line of mi- 
crophones, amplifiers, speakers, baf- 
fles, driver units, horns, intercommuni- 
cation equipment, television ‘“Ante- 
naplex” systems, and “Unit-built” cab- 
inets and racks. 


An attractive catalog of office fur- 
niture—Catalog 22—has been recently 
released by Haskell Inc., 308 E. Car- 
son St., Pittsburgh. The Haskell line 
of heavy-steel furniture shown in the 


new 14-page book includes _ office 
tables, typewriter and _ telephone 
tables, large- and small-size desks, 


drafting desks, and accessories. 

The spiral-bound catalog contains 
several die-cut inserts which reveal the 
front and back views of desks and 
tables. According to Haskell, the new 
pieces feature rounded corners, and 
standard linoleum tops bound with 
aluminum and satin-finish hardware. 
All drawers are fitted with heavy 
channel runners that float over flat 
nylon bearings, the catalog says, as 
well as with built-in rubber bumpers 
and stoppers. 


The Aluminum Seating Corp., 
Akron, O., has issued a 20-page man- 
ual which describes in detail their 
Fine-Rest chairs. Called Fine-Rest 
Facts, the booklet outlines the chair’s 
qualities and uses, and describes the 
materials and processes which go into 
its manufacture. The manual is bound 
with Tolex, product of Textileather 
Corp., the coated fabric used on most 
Fine-Rest chairs. 


The Penn Metal Corp. of Pa., manu- 
facturer of Penco steel cabinets, offers 
a new catalog of its merchandise, 
Catalog C-200. Included in this 8-page 
booklet are descriptions of Penco’s 
storage wardrobe and combination 
cabinets, which are available in full 
length, desk-, and cabinet-heights, and 
in both single- and double-door types. 
In all, sixteen models are listed. The 
catalog is available free at Penn Metal 
Corp.’s offices, 50 Oregon Ave., Phil- 
adelphia. 


‘Snap-i-Set? Forms Offered 
By Cullom & Ghertner 

A new “snapout style” business form 
with carbon inter-leaving has been in- 
troduced by Cullom & Ghertner Co., 
600 21st Ave. N., Nashville, Tenm. 
Called “Snap-i-Sets,” the new forms 
were designed as time savers for mul- 
tiple copy paper work. Samples are 
available on request from the manu- 
facturers. 


Ceiling Baffles Introduced 
By RCA Sound Section 


Surface-mounted baffles for ceilings 
of auditoriums, club rooms and other 
public rooms having sound distriby. 
tion systems was introduced recently 
by the sound products section of the 
RCA Victor division, Radio Corpora- 
tion of America. 

The baffles feature  floating-cone 
diffusers designed to wide-angle dis. 
tribution of low-level sound. Housings 
for the baffles are of brushed heavy- 
gauge spun aluminum wire protected 
with clear lacquer. 

The units are available in two sizes, 
1434 inches in diameter by 8% inches 
deep, or 1834 inches in diameter by 
914 inches deep. 


Globe-Wernicke Report 
Wins ‘Merit Award’ Citation 


The annual report for 1951 of the 
Globe-Wernicke Co. has received a 
“Merit Award” citation from Financial 
W orld in its twentieth survey of annual 
reports. Weston Smith, executive vice- 
president of the publication, said 5,000 
annual reports were entered in this 
year’s competition. 

Judging of the annual reports is 
based on editorial and statistical con- 
tent, format, and typography. R. H. 
Hammer, vice-president-finance, secre- 
tary, and treasurer of Globe-Wernicke, 
pared the report. 
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EQUIPMENT 


~ Office Management 


Recognizing that the reading time of any 4 
office executive is limited, this magazine — | 
so important an office tool — each month | 
presents in a brief and to-the-point manner ll 
select and authoritative information and 
case histories . . . on efficient office operations, systems, 
modernization, personnel and purchasing. Its articles are 
widely quoted and reprinted. If you are not a present 
subscribers, write for sample copy — or send $2.00 for 1 
year ($3.00 for 2 years) subscription. (If you prefer, we'll 
mail invoice.) Write today to address below: 


Office Mana eMment 2 zeurmet 


NEW YORK 10, N. Y. 
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TWO BOTTLES 
SANFORD’S 


‘one 
= PEN-IT INK! 
ings a 
ivy- CRON eT 
ted 
ACTUAL? SIZE 

ree of the sensible sized bottle Offer ed solely to 

t 

" demonstrate the 

100,000 word bottle that 

the holds all the ink 
cial the average person 
ual 
ce can keep fresh 
his 

is If your office furnishes you with a brand 
i of ink that was produced for a make 
re- of fountain pen that you don’t own— 
" Here’s how to get better performance from 
“i the pen you do own. 


1. Send for 2 bottles free of PENit Ink in 

the 10c bottle that writes 100,000 words 

VA ... then stop filling your pen from 15c, 25c, 
and more expensive bottles that hold so much ink, it’s almost 
sure to be stale before you use it up. 


“THE INK BOTTLE 
2. Use this PENit Ink confidently in any pen of any make. 


Sanford’s PENit is made for all makes of fountain pens—made 


T HAT F ITS YO U R by ink specialists for over 90 years. 
eT a 


one-fifth gallon bottles to be purchased by your firm). 


Pin this coupon to your letterhead 


? 
A 1 SANFORD INK COMPANY « BELLWOOD, ILLINOIS 
+ Please send me without charge, two bottles of Sanford PENit Ink ! 
4 in the colors checked as follows: : 
| : CBlue-Black © [JGreen [[] Washable Blue : 
e 2 ‘ : 
: ' 
: © Name H 
aM Fenit oe ee 3 
i tctacenmeeianel ' ' 
z ' 
FOUNTAIN PEN INK § Address... ....-----0-----~--2000-na0e-n2-c0esnensnenenenees : 
i aay ee ; : 
‘ ’ 
4 0 a ee eee sk concickice mins ati ' 
1 . 
1 8 
1 ‘ 
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4 This desk collects ideas 


Ps As a manager, you search for new ap- pull up a chair and work with you. It 
é proaches... new methods . . . new ideas. is designed to make conferences easy. 
This desk will help you get them. You work alone efficiently or, without 

It is designed to invite your men to wasted time you work with a group— 


~~ 
SNe veel 


Why the “Y and E” Conference Top Desk is efficient: 


1. Completely appointed for you as you work alone—wide, roomy, 


= easy-working drawers carefully planned to help you organize 
3. i your work. 
_ 2. Deep overhang on three sides (with graceful aprons to keep 
~~ handsome proportions) and recessed bases give comfortable 
ti knee and foot room for conference work. 
A : 
i Pictured is the “Y and E” Conference Call your “Y and E” man or write us 


Top Desk (Model No. 6789-11-OTA). for complete information. 


Write for Steel Desk Catalog No. 3808 


and you all work in comfort. 


1045 JAY STREET -« 
OFFICE MANAGEMENT AND EQUIPMENT 


Also Makers of Quality Filing Systems and Supplies 


ROCHESTER 3, N. Y., U.S. A. 
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What is a Good Secretary? 


Three of the nation’s best 
herewith present their answers 


WHAT qualities make a good 
secretary? Every employer should 
certainly know the answer to 
that question, yet ask any ten 
employers what, in their opin- 
jon, makes a good secretary and 
you'll get six different answers. 
It's even harder to get the secre- 
taries themselves to agree on the 
answer. So this article will be 
my own opinion—perhaps you 
won't agree with it at all. Dorothy F. 
Three assets of great impor- penanier 
tance to any successful secretary, I believe, are: per- 
sonality, background and education, and experience. 
Although we're born with personality, which I’m 
placing first, it takes a lot of cultivation all during 
our lives. Despite the tests which corporations have 
developed to guide them in hiring employees, a sec- 
retary is often able to “sell herself’ to an employer 
because of her personality. 
A successful secretary must develop her ability to 
deal diplomatically with situations and people—she 
is constantly called upon to do both. She must be 
alert and eager in her job. The seven hours of her 
lile she spends each day on the job must be exciting 
and interesting to her. A good sense of humor is 
almost a necessity in business today. The girl who 
wants a top-level job in the secretarial field must also 
have poise, assurance and confidence in herself. 


Aa ws 


UNTOLD numbers of secretaries do an ade- 
quate job from year to year, but never reach 
a standard of performance which might ex- 
cite praiseworthy comment from the boss. He 
would probably have no trouble in explaining 
why his secretary is only adequate to the needs 
of her job. And you can bet he has the for- 
mula for the perfect secretary—“If only she 
would come along!” 


Now the National Secretaries Association 
and the School of Business of the University 
of Michigan are cooperating in a program of 
testing and certifying qualified secretaries. It 
seemed like a good idea to sound out three of 
the first group of women to win their CPS 
(Certified Professional Secretary) as to what 
they feel are the requirements in reaching the 
heights they have attained in this field. 


Second in importance, I believe, is background and 
education. I am not trying to say that one must hold 
a college degree to be an excellent secretary, but I 
am convinced one must have an alert mind and a 
willingness to learn. And this, I think, stems from 
one’s background. One’s education is only the foun- 
dation for what one must face in the business world. 
One must learn something new every day, or else one 
stands still. And when one stands still it helps neither 
one’s employer nor one’s self. Progress is the rule for 
the successful secretary. She should develop her job 
into a true reflection of her own abilities. She should 
find out what she doesn’t know. She should never 
be afraid to ask questions when she doesn’t know or 
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Oe << NO CUT FINGERS! 

ee = NO BROKEN 
ess FINGER NAILS! 

NO DIRTY HANDS! 


EASY TO OPERATE! 


For years addressograph operators have hated 
Stripping plates and cards from frames. Many 
Operators are discarding expensive frames because 
they don’t want to break fingernails, cut their 
hands, and get covered with hard to remove ink. 
DBM created the DASHastripper to work with 
every type of frame. One swift motion and the 
plate is ejected. Another swift motion and the 
card is ejected. 
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The greatest development in 50 years to aid the 
addressograph operator is READY NOW! 


her Mow 
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NEW ADDRESS PLATES: 


For All Addressographs and 
Speedaumats 
Send style and annual consump- 
tion for prices and samples of 
Dashaplates — the lightweight, 
correctible address plate @ 
Millions now in use. 
Dealer inquiries invited. 


-_——— = ee ee ee Oy 


I 

1 ORDER NOW from 

| Dashew Business Machines, Inc. 
i 847-B North La Cienega Bivd. 


I 

I 

Order one today for every person . I 
i Los Angeles 46, Calif. — 
I 

! 


your addressograph department. 


| Please send ..... Dashstrippers 
j at $3.50 each. * 


y 0 EP Name .....c.ceceessoscneeee | 
! DOD: cc chbcccccdesvvdgilies ! 
only $3 1 
I 
| C.0.D. (1) Check: enclosed 1 
Costnetd om anywhere inthe |! 0 Invoice 
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Correct Mistakes in Any Language 


Faith and begorra! Trust Irish luck to 
spot a good thing like Weldon Roberts 
Erasers, that whisk away mistakes as easy as 
a leprechaun can disappear. The name 
“Weldon Roberts” means smooth, clean 
erasing to folks everywhere. Weldon Roberts 
Erasers “Correct Mistakes in Any Language”. 


Ask your stationer for Weldon Roberts 
Erasers that have ALL the extras in quality 
and performance at no extra cost. Styles 


and sizes for all your erasing requirements. 


po Aiptemny ory (Pink . pon mg A combin- 
eraser that does most eve ing. Handy, bi. 
beveled shape. Soft, pink pencil ‘Saher toed to 


soft, gray ink eraser. For ink, pencil and crayon 
erasing. 


JET ERASER Convenient cylindrical stick eraser 
in attractive transparent plastic holder. Top unscrews 
so eraser stick can be moved outward. Red rubber 
for pencil erasing, gray rubber for ink. Pocket clip 
ove. for = ~, Brush whisk style for typists. 
a ops for typing, accounting, drafting, 
fessional and student - 7 spaniel 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7 N. J. 
World’s Foremost Eraser Specialists 
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when something isn’t clear to her. The _ broader 
knowledge a secretary has the more important she js 
to her employer. And an employer's confidence in hig 
secretary means security for her. Only thus can a 
secretary attain professional status. 

Experience, I believe, holds third place in the quali- 
fications for a good secretary. All of us must start our 
business careers with a small job. It’s what a girl 
learns on the road to success that helps her become 
efficient and capable. It is the practical application 
of the education she received during her school years. 

As a girl grows in experience she becomes an in- 
tegral part of the business world and a credit to her 
employer and herself. When she applies her experi- 
ence to her job, combining it with her education and 
personality, she should arrive at a degree of capability 
and efficiency which is important to her organization 
and the entire business world. 

Determine to be a success—and work at it. We 
can’t measure the satisfaction in a job well done. The 
recognition we have lies in the security of our free 
enterprise. 

Dorotuy F. SCHNEIDER, 
Executive Secretary, the Tea Association, New York 


TACT is one of the essentials in 
a top secretary because she needs 
it in all phases of her business 
life. When her boss wants to 
shirk certain appointments and 
jobs, she has to know how to 
keep after him without appear- 
ing to nag. It is also important 
that she not act in an officious 
manner when dealing with co- 
workers and when making re- 
quests for information or assis- 
tance. Needless to say, contact 
with clients and other firms requires much in the 
way of diplomacy. 

That the secretary be well-groomed and dressed in 
an attractive manner is also important. Everyone 
would much rather look at a pleasant picture than 
a dingy one! Her appearance will represent the com- 
pany in many business conferences and any social con- 
tacts which have to do with her business life. 


In order to know what is going on in the business 
world, she should keep abreast of current news events, 
general ‘business topics, and at least browse through 
trade publications. She should also have at least a 
rudimentary knowledge of all office machinery and 
methods of procedure. Being alert in all such matters 
will be of great assistance in making her job easier. 

Many employers welcome ideas and criticisms of- 
fered by the secretary. ‘Therefore, if she works for 
such a man, the secretary should analyze situations 
and transactions to see what suggestions she can offer. 
She should know what the aims and business policies 
of the company are in order to examine her ideas in 
the correct light. 


Eleanor 
Broderick 


ELEANOR BRODERICK, 
Reisner & Urbahn, New York. 


(To page 84) 
AND EQUIPMENT 


September, 1952 


ze og oo . ie : i. “Sees a sj ae eee a 
: 

a 
se e 

» / 
o Ir 

' Ata THE 
; wes 

. el A= ) ¢ 
7 a Lut Mac 
! UW 
a Q ] 

eae %, 

a 

‘ | ee 
* 
¢- | 
; a Pe 

| 3 

ES ee 

i} S 

'S : eT 
ai, = fe: semble, SZe 

a rr Re ee 
a < ys 

a yy 

oi "4 

Se: = 

: | 
; * EE ee 

Bonne noone ha a . 
| es es | | 


ader 


WEW ! THE BIG THREE 


van 
aa 


Ist: 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Kee Lox NEW CLEAN Carbon Paper. 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. OE 3 


MA / l T OD & y Please send Free, without any obligation, samples as above to: 
PLEASE oon 


THANKS =| te 


Signed Title 
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For Sale by Stationers and 
School Supply Houses Everywhere 
National 
VULCANIZED FIBRE CO. 
_ Wilmington + Delaware yagi ay 


it’s not 
just a 
wastebasket — 


it’ S a New Rectangle— 5A 


VUL-COr 


TRADE MARK 


When you buy Vul-Cots, you are getting more than 
a mere receptacle for holding waste paper. You are 
buying economical waste handling, for years. Every 
Vul-Cot you purchase carries with it a 5-year 
guarantee. Cut your maintenance and replacement 
costs—end your waste handling worries now—just 
say Vul-Cot. 

The two Vul-Cots illustrated are new in the line. 
All Vul-Cots are made of hard vulcanized fibre, 
they look better and last longer. Colors do not chip 
off; double rolled tops do not break. They are light- 
weight, noiseless . . . exclusive bonded seam con- 
struction gives added strength. Vul-Cots do not 
crack, splinter, dent, rust or corrode. Standard 
colors: maroon-brown and olive-green. Write today 
for catalog price sheet— Dept. OM-9. 
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ASSUMING competence and 
accuracy in her work, and good 
health, I think the qualities 
which raise a secretary above the 
average are: 

Initiative—to think ahead and 
to do today’s work in such a way 
that it will help tomorrow’s; to 
seek out and assume any duties 
she can handle independently, 
freeing her boss for more impor- 
tant matters; Myrtle Crooks 

Dependability — to complete tasks unsupervised 

A cooperative attitude in working with othen} 
and willingness to ‘be of service whether the job is 
or not; 

Tact and good manners in dealing with person 
within and without her organization; 

An intelligent interest in world and communi 
affairs, and in keeping abreast of current happening 
in literature, art, music, etc.; and, of course, 

The firm conviction that her boss is the best man i 
the world to work for! 

MyrtTLeE Crooks, 
Lyeth & Vorhees, New York. 


Firm Bases Birthday Greetings 
On One of its Products 


Each year the McBee Co., manufacturers of accounting 
equipment and forms, designs a different birthday card for 
its employees. And each year the theme of the card is based 
on one of the company’s products. 

It’s become somewhat of a game, McBee spokesmen say, 
with employees wondering what twist the company wil 
use next to say “Happy Birthday” via a McBee-maé 
product. The cards are sent to the worker’s homes, signeé 
by Philip M. Zenner, the company president. 

This year’s card reads: “When we ‘posted’ birthday 
wishes for you (using, of course, McBee ledger poster), 
we found it was true... we all want to record permanently 

. ey Rape nasi to You.” 
New Payroll aii Shows 
All Deductions in One Line 


A newly-developed guide for payroll work—the “Cal 
culer-D,” a product of Ayres Corp., Wilmington, Calif— 
provides its users with a single-line direct reading of with 
holding tax amounts and other deductions for any salary 
classification. A finger-tip dial controls a drum which re 
tates within the clear cylindrical body of the instrument 
The drums, carrying the computing tables, are interchange 
able for weekly, bi-weekly, monthly, or semi-monthly pay 
periods. To prevent obsolescence, the Calculer-D is de 
signed so that new rate charts may be readily affixed. The 
device is adjustable to the operator’s preferred eye level. 


- 


Beg Pardon 


In the article “Noise Costs Money!” (July Office Maw 
agement and Equipment) the picture on the lower half @ 
page 25, and another on page 26, were identified as offices 
of the Simpson Logging Co., Seattle, Wash. The picture 
on page 25 actually shows offices of Butlers Inc., a retail 
shoe company in Atlanta, Ga., while the view on page 2 
is actually of Northwestern Bell Telephone Co.’s new 
offices in Dubuque, Iowa. Auditone, a slotted fiber acow 
stical tile, is shown on the ceiling of the shoe company, 
Acoustone, a fissured mineral tile, appears on the ceiling 
of the telephone company. Both are products of U. 5. 
Gypsum Co. 
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These booklets are full of useful facts — 
based on actual experiences in many 
thousands of firms of all types and sizes. 
You see the systems and procedures 
which have proved successful under all 


$1000. 
}000 3 
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F clerical costs 
filing methods 


REMINGTON RAND HOW-TO BOOKLETS OFFER YOU 
THE COLLECTED EXPERIENCE OF AMERICAN BUSINESS 
ON MODERN FILING SYSTEMS AND PROCEDURES 
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For you copies 
... just mail coupon 
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Remington. Flan. 


Management Controls Reference Library 


Room 1335, 315 Fourth Ave., New York 10 
Please send me filing manuals LBV-396 and X-1200. 


eee cee cee ee ees ee ee ee ee ee ee ee ee 


kinds of operating conditions. Since Rem- NAME TITLE 

ington Rand supplies all types of filing : 

equipment, systems and services, you get FIRM 

candid advice on which will apply best to 

any situation. In this way, you are truly — 

equipped to decide wisely on which City 2. See eS 

methods will best solve your problem. rT 
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\ Ug DESK DREAM 


COME TRUE! 
are 


SKYLINER’S the desk to 
“wake-up” your office ...to give it a 
look of alert dignity. Make your dream 
of true desk economy a reality with 
SKYLINER Steel Office Furniture. Its 
longer life means lower cost per year of 


use. Write for name of your nearest dealer. 


Orna-Metal Products Co., 2412 So. Seventh St., St. Louis 4, Mo. 
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They Thought Theg 
Ideas Were Hot 


By WALTER A. KLEINSCHROD 


AMERICANS are an inventive people. Since 1809, 
when the Patent Office was established as a separate 
government agency, they've registered with it approx. 
imately 2,600,000 instruments, machines, Processes, 
and gadgets. Their creativity has given the world the 
telephone, the airplane, the electric light. They have 
made our offices hum with wonderful machines—ay. 
tomatic addressers, calculators, uncanny electronic 
devices. 

And they dreamed up the inventions shown here, 

Back in the adolescent years of America’s indus 
trial revolution, a few well-intentioned souls worked 
zealously for the cause of better offices. These pic. 
tures show what they did about it. Theirs was a 
noble aim, unquestionably, but somehow an aloof 
public seemed interested only in noisy toys like 
typewriters, or some new impractical gadget called a 
dictating machine. Though their inventions might 
have been momentary sensations, in this fast fickle 
world they were soon abandoned to dusty corners and 
has been seldom heard of since. 


Bettman Archives, N. Y. 


TAKE, for example, this patented shelving designed 
to protect its contents against fire. It is seen here in 
the supply room of a forward-looking firm in the year 
1869, together with the supply clerk, a personable 
lad named Sylvester. If fire broke out in most other 
supply rooms (as one has conveniently done here), 
the poor harried clerk might dash one or two buckets 
of water on the blaze—which would ruin his stock— 
and salvage at best a few reams of stationery. But 
not Sylvester! His boss had the foresight to install 
these metal shelves on wheels which Sylvester is coolly 
rolling on tracks out of the danger area and into an 
adjacent room. After saving his supplies, he is free 
to summon the local fire company, which, it is hoped, 
will get there before the place is a total loss anyway. 
(To page 88) 
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ALL TIME 


Beloved American author, Zane Grey 
was an equally great sportsman, great 
fisherman. Though he said, “‘I do not fish 
for records . . . I fish for the fun, excite- 
ment, the thrill of the game .. .”, Zane 
Grey achieved some outstanding rec- 
ords. Among them: 14 broadbill sword- 
fish; a 758 pound bluefin tuna which 
held the world’s record for years; a 704 


greatest of his many great records... 
a giant Tahitian striped marlin, 1040 
pounds, 14 feet 2 inches long, 6 feet 9 
inch girth...the largest fish ever 
caught with rod and reel! 


Another unusual record: offices of 12 
of the nation’s 15 largest railroads, 8 of 
the top 9 steel companies and 7 of the 
8 largest book publishers use the clean, 
crisp, distinctive paper that will give 
your office better-looking letterheads 
or office forms .. . 


a pound black marlin; the first broadbill 
red swordfish ever landed in New Zealand. 
ps On May 16, 1930, Zane Grey, fishing 
be off Tahiti, set what is possibly the 
ble 
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suitable for framing. 
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Write us on your letterhea 
Fishing's All-Time All-Star Great Catches, attractively illustrated and 


ATLANTIC BOND 
tint’ PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


d for Grantland Rice's selections of 
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Look to 


AMERICAN CARBON PAPER MFG. co. 


j Meets ot Ennis, Texas oe 
ae Pa 


Bettman Archives, N.¥ 


“FEAR NOT!” says this banker of 1871 to Finch, hig 
heaviest depositor, “Your valuables are secure in our 
new Duncan & Rowell electro-pneumatic protector 
for safes and vaults!” 

“It’s burglar proof, you mean?” asked Finch, his 
eyes ablaze with anticipatory delight. 

“Absolutely burglar proof!” replied the banker, 
whose name was Bates. “And its principle (tho’ ip 
genious) is deceptively simplel’’ Bates went on 
outline its simple system: if the door is pried open, 
(1) an electric circuit is broken which (2) releasé 
the armature of an electromagnet causing (3) a clode 
work device to be set in motion which (4) sound 
the alarm fastened to the exterior of the bank sum 
moning (5) the police. Simple, really. 

“But wait!”’ added Bates, “There is yet more!” To 
prevent entry by boring through its sides, he said, the 
box has double walls. Air between them is extracted 
with a pneumatic pump. If a hole is made in the 
box, (6) air will rush back in causing (7) the 
vacuum to fill thus forcing (8) a collapsible disk to 
spring between two copper strips, again breaking the 
circuit and calling the law (steps 1 through 5 above). 

Finch left the bank with a dubious look. It is not 


known whether he kept his money there any longer 
or not. 


Bettman Archives, N. Y. 


BY 18g0, things have advanced considerably. No 
longer are offices the chilly, drafty places they were 
heretofore. After all, this is now the age of the 
McLeod Pneumatic System of Heating and Ventilat 
ing seen in operation above. “Be my guest,” invites 


an enlightened executive of the period in an effort 
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Rock a File STEEL 


A typical Rock-a-File Steel MODULAR private-office 


interior. Modern in appearance—efficient in design. 
9 


modular furniture | 


choose the arrangement Just right for you! 


_ Rock-a-File MODULAR —the versatile PMU 
office furniture. Precision-engineered for complete fff 
interchangeability to suit your individual taste and 
personal working habits. 

Here is comfortable, working efficiency com- 


Arrange it 
Yourself 


bined with smart, modern appearance that is eco- — 
nomical, too. A complete Rock-a-File private-office Bg eA oe 
interior actually costs less than a good steel desk, . needs - 


table and four-drawer file cabinet combination. 

Any combination of Rock-a-File MODULAR 
units—desk, file, bookcase, waste receptacle, type- 
writer cabinet, corner cabinet and shelf storage 
cabinet — easily connect to companion units to best 
fit your office space. 

Steel construction throughout, available in gray 
or walnut finish—also available in wood with natu- 
ral walnut finish. 


WRITE TODAY i 


for catalog and name of nearest dealer 


. a ep - 
ah agen a 4 
oR Cae ee Oe eee 


September, 1952 OFFICE MANAGEMENT AND EQUIPMENT 89 


gi 


ig Ae } : aC . "4 ve — er ae, Be PA) Ln: oso al Ram Wee gia =) Te 
Say * * a 2 ee a? 
eee Rig aE ee ei ee i 
Be 8 Eee eae Page: & Se gic 
| Cy ae a fees : a : ey 
:a| a : Beier ES oe er : : ae ‘ 
‘ 5 Be ee Be i= | i 2 ie aid ‘ ; . ae 
7 . a ee | fe ii oH F a % ty a ; 
: “Sa : eS | Paes = Ber toe ee = Se ee % a 
im: -“s = me PBS eee | i Poe i 
——. axe on s 
f : « ae Ti; } aoe ie ae . _ :: 
: 0 rs a z 
| . Pa is alae “$ we rs 3 ts ea tis i : i a 4 a : 
; \ if an ae : > “aa te ates — — na — eas ae . : le 7 
. 1: “=a =— - - ; : ne SS ei : 
ae ae. a es —— : e * Sam = x : 
< an ae Se = 2 oe: <> 1 
NE >_> we A ~~ 5 i Sa So? m ‘ é Be Ll =a ~ /é ff § : 
Fe _ ae e er SS) aati ‘e =e * 3 : i = a 
l, his f p : ‘ie = eee oe... : le aa — : od ie ws = ; b> a 
Bee, ae ed a ae =f a ‘ied eclape . > é R 
ector | im ie - a : ie 7 
d ; . ae > oe a zi a; pe ss es ee -_ 4 & 2 ed 
ee ; eee ‘ 7 fee a oe ne ae: i ’ si we oes bins 7 - a eo . 
, his q ; a S Eee" = , : @ esha ~ hea ia = af : — c J , a a ; a 
nker, f i BE ind ge aagirit : ae ee : a 2S 
Pe , aes er Pr spot 2 Le ff Ses... ae 4 _ -& } 
> in | 4 — mee — a © hia ie “oy 
| - oo aid i Wit . a the he: - i ee Te $ a a or ae . 
n to : i i ee fas, ial nee ON eo - 2 : ce ? 0 ri — 
: ‘ : re TO ee er * = Pi &G. rr 
pen, is : ~ <3 P Ks iy: . a me 
alin > ‘ ae “i aA 
und i 4 : ; sell ™ : , P hy 
= 7 ‘s 
sum ile : 
To 2 € 
, the 
acted ; : @ 
| the -_— a , i 
the | +. 
“ re : 
x the 7” 
pve). ri 
} not ” 
nger ee “ 
@. 
“a Steer —= 
: aed ss as 
=| |i =) I i= | Ca i 
avs Wee 
: bey = | ' id | ee ; 
ae ' a—<—— 0 —— Se : 
=| fare _ WIA A hs ; 
Ne hae. == \i =) ie) fo 
“2 Be WW) s = ws: oN I a 
No #2 Si@egek | 
were ; —_—— 
the 
oe ROCKWELL-BARNES COMPANY 
for | eam Sie ane We | 
1LO' ' 
1952 
Ke ee ay ag a er Fh ie eS tN ear: = ae = ladtal, AY | ies 


STAOMAL 


marking crayons 


STAONAL Crayons fill every bill be- 
cause they are made for every purpose. 
Waterproof or washable— permanent, 
semi-permanent or temporary, as re- 
quired—black, white or colors. 


No. 1—For general checking 

No. 1 —CT SPECIAL—For China, Tin and other 
smooth surfaces 

No. 2—For general marking and express packages 

No. 3—Bowling Alley crayon, round or hexagonal 

No. 4—For Glass, Cellophane, Plastics, Wax Paper 

No. 5—For Leather, Fabrics, miscellaneous marking 

No. 9—For marking Dry Lumber 

No. 11—For marking Rubber 

No. 29—For Green, Wet or Dry Lumber 


No. 295—For Silk, Rayon and similar fabrics 
Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


4) East 42nd St., New York 17, N.Y. i 
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at morale building. He allows Runyan, the firm; 
messenger, to comfort his frostbitten fingers in gy 
warm air billowing from a personal vent by his deg 
Across the room, meanwhile his secretary types 
pily, oblivious to the sub-zero gales howling just om 
side the window. Gentle zephyrs puff at her oug 
another of these ingenious vents, seen at the rearg 
her desk, pointed directly in her face. More hot a 
wafts in from a register in the floor. According to th 
inventor, the contented employees of this compan 
could have cold air blown at them in summer, too, 


‘Giant Brain’ Calculates jp | 
Milliseconds — ‘Remembers’ 


Words 


A NEW “giant brain” which has a controlled memo 
capacity of 103,400 nine-digit “words” and the ability 
to solve a 10-digit mathematical problem in 3 millisg 
onds, was unveiled recently in New York by the Ele 
tronic Computer Corp. The Elecom 100, as it is called, 
is the first low-cost, general purpose electronic com 
puter of its type to be offered on the market. 

The Elecom 100 is also the first of its type which will 
be mass-produced for general use by business and in 
dustry, and is termed the lowest-priced, fully-electromic 
digital computer available. Relatively small in sig 
compared to the older room-sized computers whith 
cost several million, it sells for $62,500. Designed for 
use by scientists and engineers in industrial reseanth 
laboratories, it is expected to save thousands of dollan 
and countless hours of time in the computation @ 
complex technical problems. 

The new computer consists of three units, a conver 


tional-type office desk at which the operator sits, 7 wa 
metal drum “memory” unit the shape of a water coole§ qui 
and the computer proper which is housed in five sted 7 
cabinets joined together in a semicircle. It operates onf was 
standard 120 volts alternating current and can be easih— exa 


moved about as the units are mounted on casters. 
To demonstrate its huge memory capacity and light 
ning speed of calculation, proxy “employees” at the 
showing put into its maze of wires and 200 flashing 
tubes hypothetical hourly rates of pay and the num 
ber of hours worked in a week. Within seconds, tht 
machine had digested the figures, consulted its mew 
ory where it had stored the complete payroll withholé 
ing tables and other data, and typed out on a sheet d 


paper the “employee's” gross wages for the week, th = 
amounts withheld for income, social security and old wit 
age assistance taxes, defense bond deductions, and the hs 
employee’s take-home pay. pri 

The company’s executive office is located at 1 
Avenue of the Americas, New York, while their labor 
tory and plant is at 265 Butler St., Brooklyn, N.¥ 
Mellon Institute Offers Fellowship 
For Standardization Study 

A fellowship for the study of standardization, and i 
applications in production, marketing, science, and eng 
neering, has been announced by Dr. Edward R. Weidlem 
president of the Mellon Institute, Pittsburgh. The fellow 1 


ship will be sustained by a grant from the Sarah Melloq 
Scaife Foundation of Pittsburgh, and its projects will 
organized and supervised by Dr. Dickson Reck, an 
visory fellow. 
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price SCHEDULES, blueprints, 
drawings last indefinitely under 
rough handling when protected 
with “Scotch” Brand Acetate 
Fibre Edging Tape. 


PHOTOS, clippings, swatches are 
mounted invisibly with ‘‘Scotch’”’ 
No. 666 Double-Coated Tape. 
High-tack adhesive on both 
sides... many office uses! 


LEGAL DOCUMENTS, insurance pol- 
icies, other important papers re- 
quire a special long-aging tape 
for mending, attaching riders, 
etc. “Scotch” Acetate Film Tape 
was specially developed for this 
exacting job. 


FILE CARDS, folders, confidential. 
papers are identified instantly 
with tabs of colored tape. 
“Scotch”’cellophane tape comes 
in 12 colors to simplify coding, 
Pricing, identifying by color. 


TORN CHECKS, vouchers, maps, 
are mended invisibly with trans- 
parent “Scotch” cellophane tape, 
the all-around favorite for seal- 
ing, holding, mending. 
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free booklet shows 38 


Tape Aaves Time wt the office £ 


READ HOW TOSIMPLIFY and speed up office operations with the help of the 
more than 200 types of ‘“‘Scotch”’ Pressure-Sensitive Tapes! 
This new booklet is full of tips that mean faster work, neater desks and files, 
reduced waste. Use coupon below for your free copy . . . send it in today! 


MINNESOTA MINING & MFG. CO., St. Paul 6, Minn. 
Sc Please sand free booklet on tapes for office uses. 
BRAND ME 


-Pressure-Sensitive 
Tapes” 


COMPANY 
ADDRESS 
: ciTY ZONE 


STATE. 


The term “Scotch” and the plaid design are i trademarks for the more than 200 press iti dhesive 
tapes made in U.S.A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn.—also’ makers of “Scotch” Sound Recording 
Tape, “‘Underseal” Rubberized Coating, ‘‘Scotchlite” Reflective Sheeting, “Safety-Walk” Non-slip Surfacing, “3M 

Abrasives, “3M” Adhesives. General Export: 122 E.42nd St., New York 17, N. Y. In Canada: Londen. Ont., Can 
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Equipment Round-Up 
(From page 53) 


position. The transparent or opaque signals, the manufac. 
turers say, can be inserted, moved, or removed with on 
hand. They can indicate the status of inventories, sale 
quotas, overdue collections, and other data, without th 
need of viewing the entire card. The %-inch visible mar. 
gin, to which the signaling tabs are attached, is protected 
by a transoloid pocket tip. 

Victor’s “easy-shift” record pockets, featuring butt-type 
lug construction, can be inserted, removed, or shifted singly 
or in groups. 

The steel sections are available in sizes accommodating 
cards 3x5 inches, 4x6 inches, and 5x8 inches. 


Visirecord Inc.’s record housing equipment ranges from 
small portable units to large desk units with capacities for 
50,000 records—all available to one operator from a Sitting 
position. The unit illustrated, Model LT2, consists of one 
drawer and a tub, plus forms, dividers, and indexing de. 
vices. 

All Visirecord units encompass the same features: over 
all horizontal visibility. “for reference to thousands of cards 
at a glance”; diagonal visibility for reference and identifica- 
tion of records on their diagonal margin; vertical visibility 
for seeing balances, signaling, or charting essential ‘infor- 
mation (visible margins are adjustable to range from one- 
half inch to any desired exposure) ; card-out control which 
automatically signals a missing record; over-all indexing, 
and accessibility. 

Present delivery schedules: 45 days for equipment, 30 
days for forms. 2 


Vue-Fax Inc. manufactures a wheel-mounted posting 
file which “allows the viewing of thousands of cards at a 
elance,” and at an angle of 45 degrees for “greater visi- 
bility.” Vue-Fax’ other features, as listed by its manufac- 
turer, include the elimination of wires, clamps, or holes to 
keep cards in place, and the use of plastic card separators. 
“Posting can be accomplished by either hand or machine, 
cutting posting time upward of 50 per cent. The capacity 
of the file is tremendous and expansion can be readily 
accommodated. Records are accessible from either side, 
the manufacturers add. 


Watson Mfg. Co. offers the Rol-Dex, a file unit accom- 
modating several people if the work load demands it. In- 
tended primarily for active records, the units are custom 
built for either small or large quantities of records, and 
for any size form. The system requires no new forms; 
the user’s old ones are transferred to the device. 

Rol-Dex has no motor, rolling instead on sealed “life- 
time” ball bearings. It is designed to reduce errors due 
to fatigue, since records roll easily to the seated operator. 

The size of Rol-Dex varies with the size and complexity 
of the unit. Delivery averages 120 to 180 days. 


Business Should Take Pride In Profits, 
Say President of Controllers Institute 


Management should talk more about the virtue of profits, 
rather than act as if they were something to be concealed, 
according to Charles Z. Meyer, president of the Controllers 
Institute. Addressing members of the Institute’s Van- 
couver, B. C., chapter at its recent charter presentation 
meeting, he asserted that the management of every profit: 
able enterprise might well tell its employees, from night 
watchman to president: 

“You are fortunate to be working for a company that 
makes profits. Profits last year mean that you have a job 
this year. Even in good times, many corporations lose 
money, and some of them go out of business. Many more 
have to lay off employees. If your company had made 
profits over a period of years, that is even better insur 
ance on your job. ig ‘ 

* Mr. Meyer is ;vice-president and controller of the First 
Nationa’ Bank of Chicago. 
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aluminum 
chairs 


An office chair is as much an office tool as is the 
typewriter, or the business machine. You can no 
more afford to use obsolete seating than you can 
afford to use obsolete business machines. 


Why not cut your cost by using modern, efficient 
seating—why not cut your cost by using Fine-Rest? 


Write for free descriptive literature, and for the 
name of your nearest Fine-Rest dealer. 


“america's Standard of Business Seating” 


ING [ giveralien alec 

ALUMINUM SEAT . AKRON 8,CHIO 
Distribuler Wvoediitan wv. £93 exsoky oistiiwuron 
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ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
ona wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a- 


desk, typing becomes 
+450 


easier, faster, less 
JOBBERS 


noisy — mistakes 


- 
~* 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex- 
pands from 16” to 30” 
4 —high enough to sup- 
port standard height desk leaves. See 
your dealer today! Specify Jac-a-desk! 
eee 


IMPORTANT! Before making costly repairs or 
replacement try Jac-a-desk. Perhaps your type- 
writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. pee. grip 
rubber ends. Easy to stow. we an 


/s  @ONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles f9, California 
IN CANADA: Underwood Ltd., 135 Victoria St., Toronto 
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py System 
PAYROLL TAX 


COMPUTERS 
CUT LABOR COSTS a 
AS HIGH AS 50% ~ 


F.1.C.A. — WITHHOLDING TAX 
For WEEKLY © BI-WEEKLY ® MONTHLY © SEMI-MONTHLY Payrolls 
GOVERNMENT APPROVED CALCULATIONS 


Priced to Suit Every 
Sit: Business "™» 495 


1 
om Rapid SLIDE-RULE CHART 
, The perfect aid to busy 
desks. This rapid slide- 
. rule chart makes the Ayres 
, Computing System avail- 
able to growing businesses. 
One quick motion of the 
~ hand... and deductions 
are read through slide-rule 
window —all on one line. 


pl SLIDE-RULE BOARD 


Designed for payroll 
| departments with mod- 
erate to heavy volume. 
This slide-rule computer 
is on a deluxe stand 
built at an angle for 
fast, easy reading —all 
on one line. Built to last. 


Lightning-Fast ca.cuten-p 
MOST VERSATILE OF ALL 


PX 


AAasdiehl 
iP 


size 
businesses up to those em- 
ploying thousands. Occupies 
minimum of desk space. 
Reading window always in 
focus for easy vision. Because 
printed motter is replaceable 
and poy period drums are 
interchangeable, this model 
will not become obsolete. 


* SPECIAL CHARTS DESIGNED 


One large department store chain saves 68,000 clerk-days — $780,000 — 
per yecr with Calculer-D's specially designed to give a third deduction. 
Special deductions can be adapted to both the board computer and to 
Calculer-D . . . Profit-sharing plans, pension plans, provident funds, city 
and state income taxes, unemployment insurance, etc. 


SOLD ON 30 DAY TRIAL GUARANTEE 
Write for Literature and Name of Nearest Dealer 


E. P. WILMER, ING. cs ssciits ss cau 


OFFICE MANAGEMENT AND EQUIPMENT 
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Put Your Office to Work 
(From page 27) 


chrome, a lacquer finish into which fine aluminum 
flakes are incorporated. 

Attachable plastic keys in varied colors, for type. 
writers, adding machines, etc., can permit an organ. 
ization to indicate by color the department to which 
each machine is assigned. This will ease the problem 
of returning machines, in companies which follow the 
practice of pooling equipment for departments having 
temporary work-loads in excess of normal. 

Desks, too, can be planned to coordinate more ef. 
fectively with office color planning. Areas subject to 
scuff and scratching can be protected with the Rigid. 
ized Metal sheathing, to avoid the marring which 
makes a low-valued relic of a costly metal desk within 
weeks after it is installed in a crowded, busy office, 
The original thinking which has created so-called 
“functional furniture,” with glass or plastic partitions 
attached to the desk—forming partitioned office see 
tions within a large office area without the expense of 
building walls—can be applied to color planning and 
to provision of effective lighting attachment. A slot 
for desk-lighting units, and a pop-up desk end to keep 
books and papers from slipping off the busy, crowded 
desk, can be included in such units advantageously. 

Modern materials in office construction can provide 
many of the color objectives with valued economy. 

For example, green-blue and rose wall colors in a 
desirable shade are now obtainable in interior-finish 
wallboard, which requires no painting. In developing 
these special colors for Celotex, breaking with previ- 
ous tradition in color planning for such building ma- 
terials, I presented a range of 22 colors to business- 
office executives throughout the country, and the 
colors now available represent the findings of my 
nationwide interviewing staff. 

Modern window shading can be provided with long- 
range economy and immediate appearance appeal, 
coordinated with other washable elements of office 
color planning, through use of vertical blinds in a 
fabric which eliminates the costly periodical dry-clean- 
ing bill imposed by drapery materials. Available in 20 
colors, or in combinations among the 20 colors, they 
present a smart appearance, and are less prone to be 
dust-catchers than familiar slatted horizontal venetian 
blinds. 

There is no limit to the power of ingenuity to make 
the office a more effective working tool. The company 
which fails to employ color and lighting, and modern 
materials, equipment and furniture, pays the cost in 
less efficient operation for the competitive firm which 
uses appearance design planning to build staff morale 
and production efficiency. 


Column in Company Newspaper 
Denies or Verifies Rumors 

Employees perturbed by rumors circulating through the 
Oregon Steel Mills plant, Portland, are invited to query 
their company newspaper, The Ingot, for official confirma- 
tion or denial of the story. The mill’s 426 workers are 
asked to write out their questions and drop them into any 
of the idea boxes around the plant. The rumors are then 
reprinted in q column headed “Hotbed,” along with a de- 
nial or a statement of substantiation. 
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HP-6 Handi-pen 
One of the many 
models available. 


your entire 


Standardize on Handi-pen and_;|~ 
office enjoys - 


° Equip every desk in your office with a Handi- 
pyeanvee pen desk set and take the dividends in faster, 
. neater writing, without waste motion. Pen point is 
constantly in clean, fresh ink, thanks to exclusive Sengbusch 
“Capillary” inking. It writes the instant pen touches paper. 
Office workers appreciate the convenience of Handi- 
pen’s tremendous ink capacity, too. One Handi- 
pen filling equals 100 fountain pen fillings — 
eliminates constant refilling nuisance. No more 
messy, ink-stained fingers, either. 

You can equip your entire office with Handi- 
penatsurprisingly reasonable cost. Complete range 
of models for secretarial or executive use, all 
with variety of pen points for every writing style. 


192 Sengbusch Bidg. 


Ask your office supply dealer about st 
Handi-pen today or write us to —_—— <n 
you one on “10 Day Free Trial.” pg Bip y kee 


Milwaukee 3, Wisconsin =—— 


“Take a good look at a girl who simply can’t 
do her best in-a noisy, confused office. And 
that’s just the way it used to be around here 
before we installed VMP all steel Mobilwalls. 

My boss agreed that we really needed par- 
titioning, but I’m not easy to satisfy. I wanted 
the best partitioning money could buy. 

The boss isn’t easily satisfied either. He 
checked and compared every partition avail- 
able. His choice? Friend, when the Mobilwall 
story was laid on his desk, my boss saw the 
light. 

With VMP Mobilwalls, there’s no such 


mee Ss. z fa 


Mobilwalls cut sound more than 51/2” Mobilwalls — the most complete line 
of partitions! 


plaster walls! 


"I'm not easy to satisfy!” 


thing as making-do, because VMP manufac- 
tures the most complete line of movable steel 
partitions. There's a size and style for every 
layout, for every need. That's why with 
Mobilwalls you get custom-made partitioning 
without paying a cent extra. What's more, 
VMP Mobilwalls are flexible — easily ar- 
ranged and rearranged to suit your present 
needs and future requirements.” 


FREE: Mobilwall data sheets give valuable facts 
about efficient partitioning. Write today to Virginia 
Metal Products Corporation, Dept. OM 9, 1112 First 
National Bank Building, Pittsburgh 22, Pa. 


- mas Mae all 


| Virginia 
Metal Products 
Corporation 


PLANT: ORANGE, VIRGINIA 


y 
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Wo USE 
LOOKING, 
OSCAR 1. YOu 
CAN'T SEF my 
PAYCHECK 
ROUGH THIS 


PAYCHECK “OUTLOOK” ENVELOPES 


Eliminate the time and expense of addressing, also chances 
of making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


T HE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 

Grate Toned? 7 


Write for samples and prices. 


Originators of “Outlook” 


Built for Action! 


HART 
Editi 


MIMEOGRAPH 


Speedy & Automatic 


Hairline Registration 


Deluxe Feed Assembly 


® 

* 

®@ Full Ream Paper Capacity 
e 

© Built-in Accurate Counter 


© Simplifies Filling-in Forms 
and Records 


HM 249 ELECTRIC 


LIST 31 2 .50 plus tax 


(Subject to OPS Approvals) 


"HART 


mimeographs 


Line Up with 
HART'S Complete Line! 


@ Economical hand operated 
models 


@ Efficient electric models 
@ Convenient spirit duplicators 


@ Top quality accessories and 
supplies 


ALL PRECISION-BUILT—BEAUTIFULLY 
DESIGNED—PROFITABLE! 


and supplies 


ST. PAUL 4, MINN. 
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Tabulating Machine Usage 


(From page 23) 
overall performance of our machine installations y 


do work up four principal ratios from monthly sypfhis co” 


maries. They are: 

1. Machine Usage: this ratio of reported time , 
available time indicates the relationship of the wo, 
load to total capacity. This of course reflects ty 
amount of reserve capacity. By following the 
from month to month it is possible to anticipa 
shortages and shift machines to meet increasing , 
decreasing work loads. 

2. Machine Operating Rate: this ratio is secure 
by comparing how long the work took, with ho 
long it would have taken had it been done at thy 
theoretical or standard rates. In reviewing the figure 
from month to month, it is possible to note whethe 
the overall efficiency of a section is improving 9 
remaining static. The effect of changes in supervisioy 
and operating personnel are markedly reflected 
changes in this ratio. 

3. Schduling and Procedure Efficiency: in effec 
this ratio reveals the total handling time needed fy 
set up as opposed to the time the machines wer 
producing work. It highlights those installations wher 
the work is processed in small batches and indicats 
the sections where it would appear savings can kk 
made by studying their scheduling and _procedur 
problems. 

4- Attained Machine Output: this is a comparison 
of how many hours the machine were actually rup- 
ning with the total hours they were logged in on the 
work. The first ratio, machine usage, may show 
the machines in a particular section were in use 70% 
of available time. Then in looking at the attained 
machine output we may find the machines wer 
actually running only 60% of the time logged on th 
work. Thus, during the month the machines wer 
actually producing work 42% of the total time avail 
able. By comparing one section against another ani 
the same section from month to month, we are able 
to see what improvement, if any, is being made. 


OVERALL PICTURE AT A GLANCE 


These four ratios, calculated from the monthly sum 
marization of machine times, gives us a good overal 
picture—at a glance—of the usage and efficieng 
which we are experiencing in our machine installe 
tions. Perhaps the most important use, from the 
executives’ viewpoint is that it presents an easy way 0 
review and compare the usage and efficiency of differ 
ent machine sections. For a closer look at operating 
conditions we, of course, go to the weekly report a 
the monthly report by individual job code. 

So much for the reports. I think you will be it 
terested in some of the actual conditions observed # 
a result of analyzing particular situations pointel 
up by a review of the statistical part of our program 

1. When jobs are converted to punched caré 
the normal pattern is to make the machine proce 
ures conform as closely as possible to the old system. 
In many cases the full effect of maintaining the oll 
schedule is not given proper weight. The use @ 


punched card machines is based on_ processing 4 
reasonable volume of work at one time. Where 
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Sage 
y have been feasible to process work manually in | 
ations yf quall batches, this becomes costly when the procedure 
ithly sual js converted to punched cards. 
Our machine usage statistics showed us that we 
1 time y yere spending more time on set-ups and card hand- 
the worl jing for policy loans and surrenders than on the 
fects thd actual machine processing. This was due to process- 
the ing the work in small batches in the interests of better 
Anticiparg policyholder service. It then became a question of 
Casing 4 weighing the benefits of faster service to policyholders 
ynder this schedule against the savings in operator 
S securef and machine time which would result from processing 
vith how the work in larger batches. This problem is now 
€ at th being studied for possible schedule or system changes. 
1€ figuref 9, A further example of the job which is converted 
Whethef tj punched cards without proper consideration for 
OVing of those features peculiar to punched card machines is 
Pervisiol§ the fancy single-sheet hand-tailored report. We've 
ected bf had jobs of this nature and they always show a very 
low efficiency ratio due to the heavy requirements for 
in effec set-up and handling time. Wherever possible, we have 
eded fo changed to continuous forms with simpler set-ups, 
1€s werf thereby taking advantage of the automatic features 
nS wher of the tabulator and reducing the cost of the report. 
dicate 
can be MONTHLY AND QUARTERLY PEAK LOADS 


ocedure 


3. Probably our most costly problem in machine 
. | units servicing several divisions or departments is 
‘Parisont that of periodic peak loads. When manual jobs are 
lly ru taken over from several departments, the result is 
on tht 2 number of month-end and quarterly reports all 
y shor falling due at the end of a calendar month. Machine 
ped usage statistics point up this condition and help us 
ttainet) ty determine which jobs should be re-scheduled. Of 
S Wet course, many tax and accounting reports must be 
on the run as of the end of a month. On the other hand, 
‘S Werth many statistical reports and reports which do not 


e avail come under the company’s tax and accounting re- 
er and quirements could just as well be cut off as of the 
” abl tenth or fifteenth of the month so long as each re- 
ide, 


port includes a comparable period. By rearranging 
these month-end cut off dates, it is usually possible 
'y sum ‘reduce peak loads. These changes are reflected in 
overall lower requirements for machines and operators. 
iciengf 4. Questions pertaining to allocation of equipment 
stall § © now be resolved with comparative ease. Also, 
m thf it has become very much easier to forecast needs by 
way} Noting trends. In view of the long delivery period 
diffe-| for most punched card machines this becomes a very 
ratin} important point. 
ort orf 5: Whenever a section is required to absorb a num- 
ber of new operators, either because of turnover or 
be ing iMcrease in volume, it is reflected immediately in the 
ved af ‘Statistics in the form of a lower efficiency operating 
yintedg Tate. This clearly indicates the need for a sound train- 
gram} Mg program designed to help the new operator be- 
cardsf OMe qualified as rapidly as possible. In addition, it 
rocef *mphasizes the need for clear and adequate descrip- 
stem “Ons of the procedure for handling each job. 
e old 6. We are able to be much more factual in our dis- 
se if CUssions with service men about experience with 
ng i breakdowns and inspection. We are now able to spot 
re it] ‘hose machines which are giving particular trouble, 
as well as compare breakdown records of new types 
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Precision Locked 


STANDARD HEAVY DUTY 
OFFICE STAPLER 


— 


= Preferred in 
modern offices 
everywhere 


AReeow FAsrener [0../Nnc. 
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_— & 
B.F.Goodrich 


have 


PAGE END-ICATOR! 


... the new device i tells your typist 
exactly how many lines are left. on the 
page. 

e Eliminates end-of-the-page headaches 
e Ends run-offs and re-types 

e Steps up typing efficiency 

e Helps your typist turn out better letters 

— and more of them — in less time! 


Your local typewriter dealer carries the 
‘ B. F. Goodrich platen with the new PAGE 
END-ICATOR. Call him- TODAY! 


Nationally distributed by 


SHIPMAN-WARD MFG. CO. 


325 N. Wells St. @ Chicago 10, Il. 
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use {DUR copy 


ow WORLD-WIDE 


; D> Business Forms 
pec CATALDG.. 


an Save: 


You and other subscribers to “Office Management” have 
been sent a copy of our 64 page catalog illustrating in 
almost actual size 494 ready-to-use office forms ranging 
from “while-you-were-out” slips to complicated bills of 
lading. These ready-printed forms can save you most of 
the cost of expensive specially printed ones. 

You can buy these forms direct from us by mail or from 
your office supply dealer who has, or can get, the entire 
“World-Wide” line. Either way you save money. Use your 
World-Wide Catalog and order today. 


-WORDER’S, | 


Office Supplies 


The SENIOR EXECUTIVE Series 


sa Ba cin oe 
Hie 


Every detail is an “Executive” feature of superior quality 


in this dern, functional line of fine desks and matching 
accessories. Write us for name of your nearest dealer. 


QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


P.O. BOX 1048 — OKLAHOMA CITY, OKLA. 
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of equipment with the breakdown records of old 
models. 

7. In exploring the usefulness of those statist 
we have developed a complete mechanical costigl 
procedure for I.B.M. work. Based upon the compay 
ratios derived for usage data, complete machine anj 
operator cost factors have been developed. Thy 
using company averages we can and do calculate 
machine, operator, and total job cost. These gj 
factors are of particular help in evaluating sugp 
tions, new procedures and making manual ys, mJ 
chanical job analyses. 


8. By using attention factors, the ratio of ma 
hours to machine hours, we determine our staff 7. 
quirements and operator rate of production. This jp 
combination with machine usage statistics complete 
the picture. The source data or detail cards are y 
set and coded as to provide a comprehensive picture 
It is possible to analyze our operations by date, by 
job, by machine or machine type. Load studies ca 
be conducted for daily, weekly, or monthly work 
Thus, scheduling problems can be reduced to a spe 
cific situation. 


BENEFITS OF MACHINE MEASUREMENT 


Those who have had experience in rebuilding a 
house know it is amazing how much it costs to put 
in additional windows: -Some may wonder whether 
we care how much it costs us to maintain a “window’ 
from which to look at machine usage. The answer 
to that is a very definite “Yes.” The manual work 
consists primarily of the operators’ entries on their 
reports and the keypunchng of that data. From there 
on practically all of the calculations and reports are 
made by machine. That part of the program I have 
described represents less than 1 per cent of the ex 
pense of our machine sections. This, we feel, isa 
very reasonable fee to pay for the control tools offered 
by the program. 

All very interesting you may comment, but “What 
does it get you?” You have a very fine set of win 
dows, but “What do you see?” Comparing the firs 
reporting quarter with the fifth quarter, we see an 
8 per cent increase in usage plus a 12 per cent in 
crease in output. In effect, we used our machines § 
per cent more of the available time and during the 
used time produced 12 per cent more work. A com 
bined machine efficiency increase of about 20 pet 
cent. A machine usage program such as I have de 
scribed is not a “cure all.” It does, however, offer a 
great deal of help in clarifying what problems exist 
and provides a means for intelligent analysis of those 
problems. 


Introduce Quick-Drying Ink for Gestetner 
Duplicators—Packed in Direct-Feed Tube 

A new quick-drying ink, made exclusively for Gestetner 
duplicating machines, was added recently to the Canode 
line of duplicating and specialty inks. It is supplied in tubes 
topped with special adapter heads which fit the Gestetner 
duplicator and form a coupling with its ink pump. This 
permits direct feeding of the ink into the distributing bar. 
The trade name for the new Canode ink is Tube Pakt. 
The Canode line is manufactured by Ink Specialties Co. 


_ ie oe? ee 6 eee eae 


Inc., 519 N. Halsted St., Chicago. 


AND EQUIPMENT September, 1952 


oe : . Sa eee. —— ee : ‘ a lh ‘ % a a a 
e a 
a 
ey 
ie a ty 
a a re MA 
2 Fd : hl[?———S 
ie q Mig” po OF 
ee % "3 a 
" an 
u % ‘I ; 
Le 
» Be 
Ps ees : 
2 re 
nt 
7 
3. 
a, | 
= 
s 
ad 
a 
: 
oe. extro . . 
« yse a a 
oe con YX ane Wore, a 
jes \o9 x Semel | 
ve. Cc 2 of Te “ | 
aa you ™” ov ® ie be 
- BA mony * we 231 S. Jefferson Street y éRDE 4 bs 
Uy a = 
p : ee re = is ee 
i s ETO! Pe ee OE 
x 
“an 
Es eeeeeeeeepeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee ee ee. 
i . 
; | 
r a 
me 7 
oy & 2 : : 
: - Pe lady s te cS ae 
7 ae . _ 4 + hae? ae Sie 
Ni ill i ES, : 
ee , ° Pee 
ve Be i ee 1 ; 
rae “ ks . woth a = 
: \ ia — iin. Ness 
sa tee al . ee : - o. 
a . ae le ai “4 LL | ae ea — 
oe ce eo, — pie 
an =a | Ns og aa ee ia ony a 
So me rr 2. y 
a ee is ar ae ae ee 
cs ee a, Bn 
- ca Bie ot . a. 
Rs F re ae 
By 
| po 
are 
ied ' 
oe 
a EXECU? ‘i 
iF ’ | 
2 a 
4 — FUROEPMRE, ivc 
aa otk yO ee 
Ayn t 
Rat: 
tae, 
ee ee 
E mee @eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee PO 
Be ot 
Pi . ig ‘ 2 
_ 2 — i = i ae fe pe | oe a ee 
- i : < ay ae any. : a a’ a Bie: . at Bei: i a 7 - 7 . Be Piyu- ., a - _ ‘ 2 
nt te ie A «Sara oe, eg fi a 3 — a ie oe = 


of Olde 


Statistig 
COSting 
COM pan 
hine an 
l. Th 
late th 
LESE Coy] 
> Sugpes 
VS. mel 


of Man 
Staff rp. 
This jp 
omplete 
5 are w 
picture 
late, by 
lies cay 
Y work 
da Spe 


ding a 
to put 
vhether 
indow” 
answer 
1 work 
n their 
n there 
rts are 
I have 
he ex 
l, isa 
offered 


“What 
f win- 
e first 
ee an 
nt in- 
ines 8 
ig the 
com- 
O per 
ve de- 
ffer a 
exist 
those 


CONVOY chen -Coardf* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files... are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files... can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side 
... have wax-like texture that 2 
makes drawers slide easily... “J 

are shipped assembled for easy 
installation without tools . . . pied the same to the stand- 
are water resistant— moisture 2-4 Jetter file drawer in this 
will not weaken them. unusual strength test! 


or 200 p ds and 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 

ye ome oo 
14 standard sizes; and details board 
about our dealer franchise. STORAGE FILES 


CONVOY, INC. e P. O. Station B, Box 216-D, Canton, Ohio 


You'll like Convoy quality and 
economy. Write today for de- 
scriptive folder and prices on 


ACCOBIND| 
FOLDERS 


NS ae 


& aa. . 
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ON YOUR OFFICE TEAM 


ERAGERSTING 7577 ond 


70778 
For Pencil and 
Carbon Paper Marks. 


The All-American office team of 
COLUMBUS 1492 pencil and wood-encased 
EraserStik 7099 and 7099B (with brush) 
now has 2 new members... EraserStik 
7077 and 7077B—the new, better way 
to erase lead pencil and carbon paper 
marks. Insist on original EraserStik. 
Accept no substitutes. 


(LW )FABER-CASTELL 


PENCIL COMPANY INC. NEWARK NJ 


=e) v.s.a.7077 B 


ERA 


FOR PENCIL 


_—— 


: 
- 
ad 


MORE SALES 
FEATURES 


Led by architects and 
office planners the trend 
is to Office Valet wardé 
robe equipment. By 
keeping wraps dry, aired 
and open to germ killing 
light this modern steel 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press”, 
helps employee morale, 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 
schools and institutions. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, III 
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Smeadks ri-1-vision 


Filing System...is tailor made for 
Business whether it be 
ew Large o or Small 


"ere’s how 1# Works - . 


PLASTIC 


TABS 

IN BRILLIANT Adding machine figures 
COLORS must be verified by original 

instruments from the files. 

We say our system reduces filing time. Let us prove 

this. Write for free sample guides and full data. 


DEPT. OM 


MFG. CO. INC., HASTINGS, MIN 


Rich 
Hammerloid 


GRAY or 
GREEN 


oven-baked 
finish 


LETTER 
& LEGAL 
SIZES 


VANGUARD 
Steel STORAGE FILES 


serve as ACTIVE files with posi- 
tive, simple stacking provisions, “ Sturdy, Recessed 
plus Clearance at Front 


@ Brass finish cardholder and handle. 
IMMEDIATE 


@ Four rollers for ease of operation. 


DELIVERY @ Index guide rod with brass knob. 


@ Self-locking follower available. 


3 WEST JACKSON BOULEVARD ¢ CHICAGO 4 itl 


CLASSIFIED ADVERTISING 


Rates are !5¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


For Sale and To Buy, Used Equipment 


a, 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture, 
Kardex, Acme Postindex. Will pay more than trade-in slewanene. Write, 


Wire, Os oe CAnal 6-2054. National Office Equipment Co., 487 Broad. 
way, N. 


KARDEX, ACME, GLOBE-WERNICKE, Yawman & Erbe, Rand yisi- 
ble cabinets, wood’ and steel, Addressograph cabinets and trays; ledger 
trays, steel and insulated. Reconditioned first-class. Special prices to 
dealers. We also buy this ec uipment. Universal Office Equipment Co,, 
Inc., 7 Waverly Place, New York 3, N. Y. GRamecy 3-3741. 


FOR SALE: Two mobile Tabracks No. 302; capacity, 81,900 tab cards. 
One mobile Tabrack No. 304; capacity 163,800 tab cards. One station- 
ary Tabrack No. 203; capacity 122,850 tab cards. All in gray, like new. 


a— in Eastern Wisconsin. Bargain prices. Photo sent upon request, 
M138. 


WANTED—ADDRESSOGRAPHS, MULTILITHS, Varitypers, Mimeo. 
~ Postal Meters, Folding Machines, Calculators, Addin Machines, 

fe pay top prices. Write immediately. Northway istributors, 
5631 1st Ave., Seattle, Wash. 


ACCOUNTING MACHINE, BURROUGHS Accounting Machine — 
Style No. 720716. Typewriter-Multiplying, has 8 totals (7 registers and 
one crossfooter). Machine is less than 4 years Sid and is in A-1 condition, 
It can handle receivables, payables, payrolls, billings, general — or 
any accounting operation. If bought new today would cost $4,000. For 

further details write C. S. Cook, Selby, Battersby & Co., 5220 Whitby 
Ave., Phial., Pa. 


Position Wanted 


OFFICE POSITION WANTED: Commercial artist, versatile, experi- 
enced, fully capable of handling any job involving art work or typography 
from start to finish. Company house organs, reports, manuals, brochures, 
booklets, letterheads, advertisements, direct-mail pieces, graphics, maps, 
and display set-ups of all kinds. All-around knowledge of visuals, layout, 
paste-up, type-fitting, color separation overlays, finished art for offset, 
airbrush, ee hand-lettering, and general production know- 
how. Box OM 139 


BUY AND SAVE 


U.S. SAVINGS BONDS 


We Can Help YOU on Any Office Job! 


FILING: iInterfiling, Cards, Addressograph Plates, Speedaumat 
Plates, and all other Plates, Retention and Destruction programs. 


ANALYSIS & COUNSEL: Inventories, Sales Records, Custom- 


er's Records, Mailing, Transcription, Accounts Receivable, Indexing. 


Work done by our Specialists on YOUR premises or in OUR plant. 
Call: L. E. DeBold, Manager 


CARDINAL SERVICE CORP. DEPENDABILITY 
Executive Offices: 2 Broadway, New York 4, N. Y. RESPONSIBILITY 

‘ : Capital Paid In: 
Plant: 515 Greenwich St., New York 13, N. Y. $100,000.00 
WHitehall 4-3722-3-4-5-6-7-8-9 
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Independent Retailers to Carry 
Burroughs Equipment 

Burroughs Adding Machine Co. announced recently an 
expanded marketing program which will make its adding 
and cash-registering machines available to independent re- 
tailers for the first time. Heretofore, the company sold its 
products only through its own sales branches. 

Under the new program, direct company distribution will 
be supplemented with the release of fifteen models for sale 
by dealers now being selected by the company. It was re- 
ported that Burroughs had taken a survey of 10,000 office 
equipment suppliers who indicated a willingness to handle 
their products. 

With the growing demand for adding and cash-register- 
ing machines in recent years, the company said, it has be- 
come increasingly difficult to meet purchase requests 
through its own sales organization. Under the new policy, 
Burroughs added, these machines “will be more readily 
and widely available in communities throughout the United 
States and Canada.” No change is currently contemplated 
in the company’s foreign sales organization, it was reported. 

The program of appointing dealers is currently under 
way; delivery of machines is expected shortly. Burroughs 
hitherto has maintained 130 branch offices in nine regional 
areas in the United States and Canada. The company said 
it would continue maintenance service for all Burroughs 
machine users. 


Graduate School of Business 
Opens at University of Illinois 

A new graduate school of business administration opens 
this month at the University of Illinois, Champaign, Ill. 
Designed for students chiefly interested in executive work, 
it will offer a new 2-year program leading to the degree, 
Master of Business Administration. It will draw students 
from various commercial fields, as well as from under- 
graduate areas such as liberal arts, sciences, engineering, 
and agriculture. 

Cooperating with the new school will be the university’s 
College of Law, and the Business Management Service of 
the College of Commerce and Business Administration. 
Paul M. Green, dean of the Coliege of Commerce, is di- 
rector. 


New Rubber Matting Material 
Has ‘Carpet-Like’ Texture 

A new rubber matting material, called “Texto Tred,” 
features a surface texture which simulates the appearance 
of carpeting. Possessing what its manufacturers call a 
“ripple-twist finish,” the matting is available in four colors 
—green, rose, gray, and black. Texto Tred is said to show 
great durability, and to absorb sound and shock, and cush- 
ion footsteps. It is available in two thicknesses—'%-inch 
and 1/16-inch—and is manufactured by Ace Rubber Prod- 
ucts Inc., Akron, O. 


A Time-Saving "DUX"” On Every Desk 


Precision 
Pencil Sharpeners 
speedily sharpens: 


Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 


Available at all leading 
Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


VARiGRAPH 
LETTERING INSTRUMENT 


anyone can do perfect hand-lettering to fit 

y job. Varigraph letters more than 500 sizes 

and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 68 


VARIGRAPH CO., INC. EN. 


fast hand-sorting of cards, 
THOUSANDS INU ah an, en, onm, 


sORT-()-FILE 


SAVES 20% TO 60% TIME 
30 Models. Systems Sorting Service 


business forms or ~~ docu- 
ments. We make all types from 
tiny desk models to shuttle-carri- 
age machines. Write for illustrated 
Bn. circulars. 
You've Alwer: Wented Representatives everywhere. 


Associated Industrial Designers 
P.O. Box 12562, Los Angeles 39, California 
Plant: 1248 East Sixth Street 


SALESMEN 
cae 1952 1890 


Different? —Yes— but 
exactly alike in their 
dependence upon 


BEACH'S 
“COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


ACTURERS & DESIGNERS OF 


SINCE 1897 


SPECIALISTS IN THE MANUFACTURE of 


eCONTINUOUS *PIN FEED 
*TABULATING *SNAP-APART 


Write for samples and free booklet ‘50 
Ways to Cut Costs and Increase Office 
Efficiency with Carbon-Interleaved Forms” 


aurrep ALLEN WWAT TS co., inc. 


218 WILLIAM STREET, NEW YORK 38, N. Y. 
Plants: New York, Belleville, N. J., Newark, N. J. 
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; First plastic chairs engineered 
specifically for office use. 
Desi: d by Eero Saari for 


101 the Knoll Office Planned Furniture a 
95 Group —a prehensi Hecti 
of desks, tables, cabinets and chairs 


" that bring new flexibility to the 

- planning of contemporary interi q 
Illustrated chairs of molded plastic, 

Ps cushioned in foam rubber, with legs 


of laminated birch or tubular steel. 
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An exclusive feature of Underwood Elliott Fisher 
models...the Flat Writing Surface permits inserting in a single operation on this versatile 
forms as easily as placing papers on your desk. all-purpose accounting machine. 


Billing 


Accounts Receivable Postings are made on a completely electrified Single Typing 


Accounts Payable 
Payroll 


Accounting Machines...Adding Machines 
Typewriters...Carbon Paper... Ribbons 


One Park Avenue, New York 16, N. Y. 


Underwood Limited, Toronto 1, Canada 


Sales and Service Everywhere 
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You can complete all related records 


Post all related records simultaneously, as fast as you can writg 
on this all-purpose machine...whatever your application...i 
gardless of style, size or arrangement of the forms you use. 


Keyboard, by the “touch” method. Only 10 numeral keys handll 
all figure work. Balances and column totals...as many as 308 
are computed automatically. 


Carbon paper handling is no problem, because the Roll Carbam 
Paper feature completely eliminates handling loose sheets. 
Learn how this all-purpose Underwood Elliott Fisher Electt™ 
Accounting Machine will do your work in the way you wantti™ 
done...faster, easier, complete in every detail and certified c@ 
rect...whatever your individual accounting problems. 


TAKE THIS FIRST STEP NOW—MAIL COUPON 


Underwood Corporation, One Park Avenue, New York 16, N. Y. 


Please send me illustrated literature and full information 
about the Underwood Elliott Fisher Accounting Machines. 


Name of Company. 


Your Name and Title 


Street Address 


©1952 City, Zone 
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